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EXECUTIVE SUMMARY

POLICIES OF OPERATION MANUAL
CHILD NUTRITION PROGRAMS

Series 85, Policy 4320

PUBLIC COMMENT PERIOD ENDS: August18. 1996 Adopted

BACKGROUND:

Policy 4320.85, Bolicies of Operation Manual, interprets regulations regarding School
Breakfast, School Lunch, Donated Foods, Special Milk and Free/Reduced Price Meal

applications. Further, it provides policy regarding financial management as set forth in
Office of Management and Budget Circular A-102. |t also details federal requirements of
the Coordinated Review Effort (CRE).

PURPOSE:

The proposed revisions are intended to update the policy to reflect changes in United
States Deparitment of Agriculture reguiations for the various Child Nutrition Programs for
the public schools of Wast Virginia. it operationalizes Federal Code 7 CFR Part 210, 215,
220 and 245 that requires state administering agencies to assist local educational
agencies in program management and accountability.

This policy, Series 85, Policy 4320, provides local school districts the required
revisions needed in order to comply with accountability regulations and other regulatory
changes. , ) _

CONTENTS:
e Sale of soft drinks has been addressed.

e Glossary of Terms has been updated.
o Minor editing changes have been made to make the policy more readable.

IMPACT:

The policy requires no additional financial outiay. Rather, it provides assistance in
management practices and federal accountability requirements.
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The West Virginia Board of Education provides assistance to county
boards of education in operation of federally funded child nutrition programs
in schools. The Board's approval of policy 4320 will transmit federal
regulatory revisions to school administrators, food service supervisors and
others concemed with quality and accountability of child nutrition programs
in schools.
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TITLE 126
PROCEDURAL RULES
BOARD OF EDUCATION

SERIES 85
Policies of Operation Manual (4320)

§126-85-1. General.

1.1. Scope. -- This procedural rule establishes operational
pelicy that enhances child nutrition and provides for an efficient
cperation of the program. The procedures cover the child nutrition
program and the school breakfast and school lunch programs.

1.2. Authority. -- W. Va. Const. Art. XII, 8§82, and W. Va.
Code §18-2-5

1.3. Filing Date. --
1.4. Effective Date. --
§126-85-2. Incorporation by Reference.

2.1. Copy of rules and regulations are attached. Copies may
be obtained in the office of the Secretary of State and in the West
Virginia Department of Education, Division of Administrative
Services.

2.2. Summary of rules and regulations below:
SUMMARY OF RULES AND REGULATIONS

State Board Policy Number 4320 authorizes the Policies of
Operation Manual to comply with the federal requirements and other
State Board policies as these relate to the overall administration
of the Child Nutrition Programs. The manual is revised and updated
periocdically.

The Cffice of Child Nutrition Policies of Operation Manual is
distributed to school administrators and other personnel involved
with the operations of the Child Nutrition Programs. The manual
provides vital. technical assistance and guidance and contains all
state and federal policy statements and program regulaticns.




Information in the Office of Child Nutrition Policies of
Operation Manual includes the Department philosophy and goals for
nutrition and nutrition education for West Virginia children. In
addition, the manual includes state and federal meal requirements
for school breakfast ard lunch, special milk regulations and
instructions for claiming federal reimbursement for eligible meals
and milk. There are instructions for completing required records
and reportse and for handling government donated foods.

Specifications related to £financial management include
allowable and non-allowable costs. Federal  procurement
regulations, nonprofit status, federal audit reguirements and
Coordinated Review Effort (CRE} are addressed.

This manual provides federal eligibility guidelines for free
or reduced price meal benefits, and federal reguirements for
verification of meal applications. Information regarding Civil
Rights reguirements are included. Policies are detailed that apply
to emergency feeding, competitive food sales, catered meals for
senicor citizens, food service for children who are disabled and
regulatory provisions for parent and student invelvement.

Recommendations £for perscnnel training are described.
Programs available from the Department of Education are outlined.




Non-nutritious foods - namely, candy, soft drinks, chewing gum and flavored ice
bars - shall not be sold during the school day (i.e., that period of time between the arrival
of the first child at schoo! and the end of the Iast scheduled :nstruchonal penod) _zg_,e_g_

THE EDUCATION GOALS OF THE STATE OF WEST VIRGINIA

1.

All students will have equal educational opportunities and will be ready for the first
grade.

Student performance will equal or exceed national averages with an emphasis on
science and mathematics achievement. Performance measures for students in the
lowest quartile will improve by 50 percent.

The best personnel will be recruited, retained, provided professional deveiopment to
improve their skills and will be compensated with competitive salaries and benefits.

4. Ninety percent of ninth grade students will graduate from high school with the
knowledge and skills necessary for college, other post-secondary education or gainful
employment. The number of high schoo! graduates entering post-secondary education
will increase by 50 percent.

5. All school facilities will provide a safe, disciplined environment and meet the
educational needs of all students.

6. All working-age adults will be functionally and technically literate. We will use schools,
colleges and universities as centers for life-long learning.

MISSION

The mission of the Office of Child Nuirition is to enhance leamning and quality of life
through nutrition education and nutrition services.
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REQUIREMENTS AND ACCOUNTABILITY FOR
FOODS AND BEVERAGES SOLD/SERVED

The West Virginia Board of Education has adopted the Standards for School Nutrition,
Policy 4321.1, which sets requirements for all foods and beverages made available on
school premises during the school day. The school day is defined as the time between the
arrival of the first child at school and the end of the last scheduled instructional period.

Acceptable Yvended food items may be sold if nuirition validation eertifieatien is on file at
the school. Validation Sertifieation may be in the formn of a laboratory analysis of a specific
item and shall be written on vendor/company letternead and signed by an authorized
company official. if nutrition labels are used as documentation, the School Food Authority
(SFA) must provide access to that information at the time of review. Refer to guidelines
for product seiection.

The state board regulation must not be confused with a more recent one passed by United
States Department of Agriculture (USDA). The guidelines adopted by West Virginia
Department of Education (WVDE) are more restrictive and supersede those of USDA.
Schools shall be guided by definitions contained herein rather than information furnished
by sales representatives.

No candy, soft drinks, chew:ng gum or flavored i ice bars will be sold or served _5__0_6_&_&]_1,,
, ale ] _

mgmﬁmm No foods aﬁd-beverages contatnmg 40% or more sugar by welght

or juice products containing iess than 20% real juice will be sold or served.

All "other foods" available during the instructional day shall reflect the Dietary Guidelines
for fat by limiting the number of fat grams to not more than 8 per one ounce serving, or
meet the USDA standard for a meal component. ‘Other foods? are defined as any food or
beverage, other than those served as part of the school meal;; including snacks from
vending machines, and foods sold during school hours for fund-raising purposes and foods
for parties. Other foods do not include those brought to schoel by individual students for
their own consumption.

After-school programs which provide supplemental meals to children shall comply with
standards of the policy.

County boards of education and local school administrators shall provide a nutritionally

healthful school environment for students and accountability for all funds from food and
beverage sales. Enforcement systems shall include, but are not limited to:
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GUIDELINES FOR SELECTION OF JUICE OR JUICE PRODUCTS

The West Virginia Board of Education Policy 4321.1 supersedes any United States
Department of Agriculture (USDA) regulations. Any juice or juice product sold in the
school must contain a minimum of 20% real juice. The product must be labeled or the
principal must have proof of the percent of juice content in each product soid. The proof

must be written on company/vendor letterhead and signed by an authorized company
official.
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SECTION M
GLOSSARY OF TERMS

ACT - the National School Lunch Act, as amended.
ADA - Average Daily Attendance.
ADC - Aid to Dependent Children.

ADULT - staff members and employees of a school or child care institution including all
facuity, supervisory, past secondary students, student teachers and other personnei.

ADULT BREAKFAST - a breakfast which is sold to an adult for the full price as established
by the state and local board of education.

ADULT LUNCH - a lunch which is sold to an adult for the full price as established by the
state and local board of education.

AFDC - Aid to Families with Dependent Children.

AFDC ASSISTANCE UNIT - Any individual or group of individuals which is currently
certified to receive assistance under the Aid to Families with Dependent Children
Program in a State where the standard of eligibility for Aid to Families with Dependent
Children (AFDC) benefits does not exceed the income eligibility guidelines for free
meal or milk benefits.

APPEAL - the right of appeal by a parent or guardian, child or school or county employee
to the state superintendent for an impartial decision.

ASFSA - (AMERICAN SCHOOL FOOD SERVICE ASSOCIATION) - a non-profit,
professional organization dedicated to the health and well being of the nation's
children. Membership is open to persons engaged in non-profit school food service or
related activities in public and private schools, colleges and universities.

ASSESSMENT PROCEDURE - procedure whereby money is reclaimed from a school
when a finding is made by the West Virginia Department of Education (WVDE) or
United States Department of Agriculture (USDA).

ASSISTED NuMenus (Assisted Nutrient Standard Menu Planning) - A flexible menu

ny_planni ro
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FISCAL YEAR - (State) - the period of 12 calendar months beginning July 1 and ending
June 30 the following calendar year.

FNIC - the Food and Nutrition information and Educational Materials Center. The Center
houses audio-visual and printed materials related to school food service.

FNS - the Food and Nutrition Service of the United States Department of Agriculture
(USDA).

FNSRO - the Food and Nutrition Service, Regional Office. in the case of West Virginia,
it is the Mid-Atlantic Region with headquarters in Robbinsville, N.J.

FOOD SERVICE MANAGEMENT COMPANY - means an organization other than a public
or private nonprofit school with which an institution may contract for preparing and,
unless otherwise provided for, delivering meals, with or without milk for use in the
Program.

FOOD SERVICE PERSONNEL - local school food service employees classified as
Cooks |, Cooks Il, Cooks 1ll and local food service managers.

FOOD STAMP HOUSEHOLD - Any individual or group of individuals which is currently
certified to receive benefits under the Food Stamp Program. _ B

FORTIFIED - the addition of a nutrient to a foad product to increase that nutrient's density
over and above that normally found in the product. The addition of milk solids to
low-fat milk to produce "protein fortified" milk is an example. - : —

FOSTER CHILD - a child who is living with a family but who remains the iegal
responsibility of the welfare agency. Only the income received for foster care for the
child should be considered for eligibility purposes. [F - 30.5; - 14]

FREE LUNCH OR FREE BREAKFAST - a lunch or breakfast for which neither the child
nor any member of the child's family pays or is required to work in the school or in the
schootl's lunch program. Federal reimbursement for a free lunch or breakfast shall be
claimed only for an eligible child with an approved application for free meals.
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FSEA - (FOOD SERVICE EQUIPMENT ASSISTANCE PROGRAM) - formerly "Non Food
Assistance Program" - funds made available to states to assist them to supply schools
drawing aftendance from areas in which poor economic conditions exist, with
equipment other than real property for the storage, preparation, transportation and
serving of food; to enable them to establish, maintain and expand the food service
programs,

HOUSEHOLD - members of a family/househoid who live together and share expenses; a
group of related or nonrelated individuals, who are not residents of an institution or
boarding house, but are living as one aconomic unit.

INCOME STANDARDS - means the family-size and income standards prescribed annually
by the Secretary of Agriculture for determining eligibility for free and reduced-price
meals under the Nationa! School Lunch Program and the School Breakfast Program.

INDIRECT COST RATE - (also called HEW Number of County Non-restricted Cost
Rate} - a pre-determined factor which will yield allowable indirect costs when applied
to adjusted direct costs. This factor is assigned annually by the Bureau of Finance and
Administration of the West Virginia Department of Education from data furnished by the
County Departments of Education. Indirect cost rate for Private Schools and
Residential Child Care Institutions (RCC!'s) is ten percent.

INDIRECT COSTS - those costs representing supporting services and incidental supplies
which are fumnished by general support services program of the school system. These
costs, if properly documented, may be eligible costs of the food services and when
added to direct costs, show the full cost of the food service operation.

MEDICAID - a government financed program of medical aid designed for those unabie to
afford regular medical services,

MILK - pasteurized fluid types of unflavored whole milk, lowfat milk, skim milk or cultured
buttermilk which meet state and local standards for such milk. All milk should contain
vitamins A and D at levels specified by the Food and Drug Administration and be
consistent with siate and local standards for such milk.

NAC - Nutrition Advisory Council.

NEEDY CHILDREN - children from families meeting the standards for free and reduced
price meals.

NET - (Nutrition Education and Training Program) - In November 1977 the Child Nutrition
Act was amended to establish a system of grants to state education agencies for the
development of comprehensive nutrition information and education programs. Such
nutrition programs shall freely use as a leamning laboratory the school lunch and child
nutrition programs. R '
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NET CASH RESOURCES - Money in the child nutrition account plus all money due the
account less the amount of unpaid bills.

NON-EXPENDABLE EQUIPMENT - tangible property having a useful life of more than cne
year and an acquisition cost of $500 or more per unit.

NON PRICING PROGRAM - (Special Milk) - a program in which milk is not sold to children
on a daily, weekly, monthiy or annual basis. The milk is provided by funds from
institution, camp, school or in some cases by a tuition payment.

NON PROFIT PRIVATE SCHOOL - a non-public school that is exempt from income tax
under the Internal Revenue Code.

NON-PROGRAM ADULT MEALS - Meals sold to adults not directly involved in the child
nutrition program.

NON RESTRICTED COST RATE see INDIRECT COST RATE.
NSLA - National School Lunch Act.

NSLP - National School Lunch Program.

Me j ndard Me i - ibl enu ing svstem wheret
foods | uantitie 0 h riti oals_and specific nuirie
tandards e re _anal h A or school as art of the menu
nni 0
T - {he requir | of caicries and ients for a specific grade
o e qaro
TION - refers to meeti of the RDA for iunch. 1/4 of the for

breakfast, the Dietary Guidelines for Americans and calorie levels for specific ages or
grades.

NUTRITIONAL STANDARDS - standards for meal patterns as prescribed by the West
Virginia Department of Education.

OA - Office of Audit of USDA.
OFFER VS. SERVE - a senior high school student is not required to accept more than 3
of the 5 items of the school lunch. "Offer” means the compiete funch is made available

~ to students. The "Offer" vs "Serve"” may be extended to junior high and elementary
schools at the discretion of the local School Food Authority.
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SECTION 4 - the section of the National School Lunch Act which describes how funds
shall be apportioned among the states for an average reimbursement per iunch per
child.

SENIOR HIGH SCHOOL STUDENT:

1. any student enrolled in a 3 year high school {(grades 10-12}
2. any student enrolied in a 4 year high school {(grades 9-12)

3. in a 5 or 6 year secondary school either:;
a. students enrolled in grades 10-12
b. students enrolled in grades 9-12

as determined by the local School Food Authority.

SERVING PERIOD - the period of time which is normally required to serve a school
breakfast or lunch. The serving period should provide approximately ten minutes of
eating time after service of breakfast and twenty minutes of eating time after service
of lunch.

SFA - (SCHOOL FOOD AUTHORITY) - the govemning body which is responsible for the
administration of one or more schools and which has the legal authority to operate a
breakfast or lunch program therein.

SMP - Special Milk Program.

SOC - State Optional Contract makes specified products available to states for distribution
to recipient agencies. - —_ -

I - fo U f thi li rinks” shall an the same as
‘botiled soft drinks” as defined in Sectlon 1 Article 19J3hapter 11 of the Code of West
Virginia, -—

SPECIAL MILK - Milk sold to children at a reduced price or given free to eligible children.
Schools participating in the federal food service program may not participate in the
Special Milk Program. Schools may participate in the Special Milk Program for
split-session kindergarten and/or other pre-primary programs in which children do not
have access to the meal service.

SPLIT SESSION - an education program which operates for approximately one-half of the
normal school day.

SPONSOR - the govermning body responsible for the administration of one or more schools
or residential child care centers.

STATE AGENCY - the State Educational Agency.
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COMMENT LOG

POLICIES OF OPERATION MANUAL, CHILD NUTRITION PROGRAMS
(POLICY 4320)

Directions: Please use this form in commenting by section on the proposed policy and
regulations on Policies of Operation Manual, Child Nutrition Programs.

NAME OF INDIVIDUAL/ORGANIZATION

ADDRESS

Proposed Policy

Section A
introduction

Section J
Food Service Policies

Section M
Glossary of Terms

Please submit comments by August 19, 1996 to:

Dr. Harriet Deel, Director
Office of Child Nutrition
West Virginia Department of Education
Building 6, Room 248
1900 Kanawha Boulevard, East
Charleston, West Virginia 25305-0330
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FOREWORD

This policy manual is provided to school administrators, school food service supervisors
and others concerned with the advancement of child nutrition programs in West Virginia
schools. By observing these state and federal policies, schools throughout the state wils

be better able to:

1. Provide nutrition programs needed by the students;

2. Upgrade and expand available services;

3. Provide aftractive, nutritionally balanced meals to all studenis; and
4, Help students develop sound eating habits.

The following policies reflect the concerns of parents, interested citizens and the West

Virginia Board of Education.

Wetrlin

Henry Marockie
State Superiniendent of Schools
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CHILD NUTRITION PROGRAMS IN WEST VIRGINIA

HISTORY

School food service gained national emphasis during the depression days. As part of the
national effort to combat depression in the early 1930's, the National Youth Association
and the Works Progress Administration were established, both of which provided federal
funds for employment in school lunch programs. In 1835, Congress authorized a direct
purchase and distribution program for surpius farm products io needy families, charitable
institutions and non-profit school lunch programs. When food demands of World War Il
eliminated farm surpluses, an interim cash assistance program was initiated which proved
to be a fererunner io permanent legisiation. In 1948, after World War |l draft statistics
indicated that one-third of all men rejected for military service were physically unfit due to
nutritional deficiencies, the National School Lunch Act was enacted to provide funds fo
schools for each lunch served students.

Acting upon the testimony of the Surgeon General, who stated emphatically that meoney
was being wasted in frying to educate children with half-starved bedies, Congress defined
the purpose of the National School Lunch Act:

"It is hereby declared to be the intent of Congress, as a measure of national security,
to safeguard the health and well-being of the nation's children and to encourage the
domestic cecrisumption of nutritious agriculiural commodities and other foed, by
assisting the states, through grants-in-aid and other means, in providing an adequate
supply of food and other facilities for the establishment, maintenance, operation and
expansion of fonprofit school iunch programs..."

In 1954, the Special Milk Program was enacted to increase children’s consumption of fluid
milk. During the 1960's as a result of national awareness of hunger and malnutrition in the
United States (as portrayed on the CBS documentary "Hunger in America" and
substantiated by the Ten State Nutrition Survey, conducted by the Depariment of Heaith,
Education and Welfare), the School Breakfast Program, Chiid Care Food Program and the
Summéer Food Service Program were established on a pilot basis. In 18886, the Child
Nutrition Act was passed, which complemented the program provided under the School
Lunch Act. In 1970, new amendmenis to the Naticnal School Lunch Act and the Child
Nutrition Act brought about substantial changes and program expansion.

During the 1970's a series of amendments provided: permanent authorization of the
School Breakfast and Child Care Food Programs; changes in the meal pattern; "offer
versus serve” provisions for older children; establishment of a national advisory council;
and a three-year autherization of the nutrition education and training program.
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The Child Care Focd Program was recenily expanded to include the eligibility of certain
adulis. The implementation of the provisions of the Older Americans Act (OAA)
Amendments of 1887 and the Rural Development Act of 1989 allows for the participation
of adult day care centers in the Child and Adult Care Food Program.

In developing plans for the 1890's, the United Staies Depariment of Agriculture has
identified several priorities: (a) assess, improve and sirengthen peint of service and
accountability systems; (b) operate more efficiently; (c) integrate food service and nutrition
education; (d) involve students, parents, teachers and school administrators; (e) reduce
paperwork; (f) increase outreach in the breakfast program; and (g) simplify eligibility
documentation. Although adequate facilities, enabling state and federal legislaticn and a
sound financial system all are necessary, the ultimate success and effectiveness of the
child nutrition program is dependent upon full support and cooperation at all administrative
levels and upon trained personnel.

In May of 1989 the School Breakfast Program was expanded to include the requirement
of an additional food item and allowed schools to implement an "offer vs serve" option for
breakfast. This change resuited from national evaluations conducted by the Department
of Agriculture comparing nutrient content of home and school breakfasis. Based on a
review of these evaluations, the home breakfast provided more iron and vitamin A but less
milk-related nutrients than the School Breakfast Program.

In an effort to increase the nutrient integrity of the Schoo! Breakfast Program, an additional
meat or bread item was required. This addition raised the iron content of the school
breakfast and also allowed for the increased levels of other nutrients occurring in
combination with iron.

PHILOSOPHY (West Virginia Depariment of Education)

The primary responsibility of the food service program is to the participant and the
participant's nutritional needs - the child in school (public and private)... the child in
institutional surroundings... the special needs child... the child in day care (center and
home)... the aduit in day care. Each has important food needs.

An effective food service makes available to all participants a nutriticnally adeguate
noon-day meal as an extension of classrcom activity, child development and support
services to adults and caregivers. Breakfast and Supplemental nourishment are added as
needed for the participants involved.

All meal service in the dining area shall conferm to the nuiritional standards prescribed and
shall be priced and served as a unit. Any other food or beverage served at any time during
the day should provide protein, vitamins and minerals in a satisfactory balance with
calories in order to contribute to the nutritional quality of the meals served.

- : A-2
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Non-nutritious foods - namely, candy, soft drinks, chewing gum and flavored ice bars - shall
not be sold during the school day (i.e., that period of time between the arrival of the first
child at school and the end of the last scheduled instructional period).

THE EDUCATION GOALS OF THE STATE OF WEST VIRGINIA

1. All students will have equal educaticnal opportunities and will be ready for the first
grade. :

2. Student performance will equal or exceed national averages with an emphasis on
science and mathematics achievement. Performance measures for students in the
lowest quartile will improve by 50 percent.

3. The best personnel will be recruited, retained, provided professional development to
improve their skills and will be compensated with competitive salaries and benefits.

4. Ninety percent of ninth grade students will graduate from high school with the
knowledge and skills necessary for college, other post-secondary education or gainful

empioyment. The number of high schocl graduates entering post-secondary education
will increase by 50 percent.

5. All school facilities will provide a safe, disciplined environment and meet the
educational needs of all students.

8. All working-age adults will be functionally and technically literate. We will use schools,
colleges and universities as centers for life-long learning.

MISSION

The mission of the Office of Child Nutrition is to enhance leaming and quality of life through
nutrition education and nutrition services.

MAJOR FUNCTIONS
Major functions are categorized in the areas of adminisiration, technical assistance and
training, monitoring and accountability, and outreach. Specifically, the Office cf Child
Nutrition works to achieve the following:

1. Ensure the service of nutritious meals that appeal to children.

2. Increase efficiency and accountability in food service operations.

3. Assist students in achieving optimum performance and quality of life.

9123drPOCMICO) o A -3




4. Enable educators, food service personnel and parents to positively influence
children’s eating habits.

5. Collaborate with other governmental and commurnity agencies in establishing goals
and nutrition services for children.

6. Optimize the effectiveness of child nutrition personnel.

7. Promote and expand child nutrition programs.

UNITED. STATES DEPARTMENT OF AGRICULTURE (USDA) CHILD NUTRITION
PROGRAMS

Seven separate Child Nutrition Programs are administered by the United States
Department of Agricuiture, Division of Food and Consumer Service:

Nationai School Lunch Program
School Breakfast Program

Child and Adult Care Food Pregram
Summer Food Service for Children
Special Milk Program

Nutrition Education and Training
Donated Focds Program

N LN~

These programs are authorized by the National School Lunch Act of 1946 and the Child
Nutrition Act of 1968. All are administered by the West Virginia Department of Education,
except the Donated Foods Program which is under the West Virginia Department of Health
and Human Resources. A brief description of each program follows:

Naticnal Schogl Lunch Program - The National School Lunch Program assists in
providing nutritious lunches fo students in public and non-profit private schools of high
school grade and under and in non-profit residential child care institutions.

School Breakfast Program - The School Breakfast Program was established by the
Child Nutrition Act of 1988 as a pilct project and aimed only at schools with large numbers
of neady children or students who traveled long distances to school. Today, the program
is available to all public and private schools and to non-profit residential child care
institutions. The Schocl Breakfast Program is mandated for public schools in WV Code
§18-5-37.

Child_and Aduit Care Food Program - The Child and Adult Care Food Program
(CACFP) operates year-round in non-residential institutions that provide care for children
enrolied in: day care centers, Head Start centers, outside-school-hours care centers and
family day care homes, and adults enrolled in day care centers. Attending pariicipanis are
served breakfast, junch, suppers and snacks, as needed.
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Summer Focd Service Program for Children - The Summer Food Service Program for

Children provides meals to children during extended school vacation periods (more than
three weeks). The program may be sponsored by any public or private non-profi,
non-residential institution where at least one-half of the children are eligible for free or
reduced price school meals. [n addition to these institutions, residential camps may also
spensor the program and receive reimbursement for meals served to economically needy

children.

Special Milk Program - The Special Milk Program makes it possible for split-session
kindergarten and/or other pre-primary children who do not have access o other meal
service and all children attending a schoaol without a feod service program to purchase milk
at a reduced price, or if they are eligible, to receive milk free. Schoois, summer camps and
institutions that participate in other federal-state child nuirition pregrams may not

participate in the Special Milk Pregram.

Nutrition Education and Training Program {NET) - The Nutrition Education and Training

Program provides funds to the states for the dissemination of nutrition information to
participants and for staff development of feod service personnel and teachers. The
program is for ali participants in public and private schools and in residential and
non-residential care institutions.

Food Distributicn Program - The Food and Consumer Service through the Food
Distribution Program donates foods to various food pregram outlets - including schools and
summer camps. Commodities used in the program are generally acquired under price
support and surplus removal legislation and donated to program outiets through
cooperating state agencies. The Depariment of Agriculiure also has special purchasing
authority to acquire food for certain feeding programs.
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RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

FEDERAL LEVEL

At the federal level, the Food and Consumer Service shall act on behalf of the United
States Department of Agriculiure in implementing the Child Nuirition Programs. It shall be
responsible for the following four areas:

1. Program Administration

providing timely information to the Administration and to Congress;

drafting, up-dating and publishing in the Federal Register regulations to implement
the National School Lunch Act and the Child Nutrition Act, as amended by
Cengress;

soliciting public comment prior to issuing federal regulations ir their final form;
conducting briefing sessions and/or public hearings concerning national policies
related to school food service;

negotiating an annual written confract with each state educational agency for
administration of the School Lunch, School Breakfast, Special Milk, Child and Adult
Care Food Program, Summer Food Service Program;

developing and disseminating policy statements, instructions, time frames,
guidelines and memoranda related toc program management;

developing national policy conceming the provision of free and reduced price meals
or free milk, including income poverty guidelines and prototype applications and
administrative guidance;

annually reviewing and evaluating each state agency, together with selected
sponsors and schools for each child nutrition program administered; initiating
corrective action plans where necessary; and

reviewing and approving the various state plans as submiited by each state for the
succeeding school years.

Financial Management

allocating federa! funds by means of an annual Letter of Credit to each state agency
agreeing to administer the various child nutrition programs;

developing prototype contracts, reporting forms, agreements, policy statements,
financial management sysiems, application forms and review and evaluation forms
for use in administration cf the programs;

developing, where necessary, corrective action plans in cooperatfion with the state
agency, including follow-up and financial assessment where necessary;
providing budgetary information to the Administration and to Congress;

revising pfoposed budgets in terms of authorized and budgeted expenditures;
collecting, processing and collating monthly participation reports;

processing and up-dating each state's Letter of Credit to reflect program activity;
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periodically up-dating reimbursement rates for various programs; and
reviewing and approving state automated data processing systems.

3. Training

.
®

preparing and distributing program aids;

preparing and distributing suggested fraining materials for scheool food service
personnel, nutrition education and parental involvement;

developing criteria to measure the nutritional guality of foods and beverages to be
served in schools;

cooperating with community groups, professional associations and allied agencies
to evaluate program effectiveness; and

negotiating contracts with appropriate agencies to conduct surveys, evaluations,
and special research projects.

4. Food Distribution

negotiating an annual agreement with each state for the acceptance, aliocation and
delivery of government-donated fcods;

developing specifications and issuing bids for the purchase of foods to be
distributed to child nutrition programs;

allocating and shipping governmeni-donated foods to each state;

monitoring the staie's government-donated foods distribution plan; and
approving Commodity Processing coniracts and/or implementing the National
Inventory System.
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RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

STATE LEVEL

The West Virginia Department of Education is responsible for the following four areas:

1. Program Administration

preparing annual state plans for Child Nutrition Program operaticns and a State
Plan for the Nutriiion Education and Training Program;

annually negotiating a Sponsors Agreement [A - 30.1] with sponsoring agencies;
developing prototype Policy Statements [A - 30.2] for provision of free and reduced
price meals, free milk, free texibooks, workbeoks and instructional supplies and
other specified educational benefits;

approving Policy Statements submitted annually for all school programs
administered by each sponsoring agency;

developing, printing and distributing prototype student applications and letters to
parents concerning the availability of free and reduced price meals;

preparing annual state and federal budget requests for the succeeding fiscal year
(State-July 1 through June 30; Federal-October 1 through September 30);
scheduling, conducting, summarizing and evaluating public hearings on the various
child nutrition pregrams;

continuously reviewing and evaluating United States Department of Agriculture
(USDA) regulations and instructions as published in the Federal Register
(proposed, interim and final regulaticns) or as issued by the USDA Regional Office
(guides, handbocks, instructions, memoranda and reperis);

notifying sponsoring agencies of USDA regulations, instructions and policy
guidelines on a timely basis;

cooperating with parents, siudents, community groups, professional associations,
state and local agencies in outreach activities to extend program benefits and to
create a positive image;

establishing, organizing and convening the Nutrition Advisory Council and other
advisory committees to maintain liaison with pariicipating agencies; and
cocperating with national, state and local agencies in implementation of an
on-going nutrition educaticn and training program which meets the identified needs
of the siate.

2. Financial Management

timely draw-down of federal funds to pay outstanding claims for reimbursement;
timely and accurate processing and paying of monthly claims for reimbursement;
creparing accurate monthly financial status reports and timely submission at state
and federal levels;

annually reconciling reimbursement payments with program costs;

reconciling state and federal subsidiary accounts;
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auditing sponscring agencies and selecied sites on an annual schedule in
accordance with United States Department of Agriculture (USDA) Audit Guides;
and

assessing sponscring agencies for overclaims identified as part of the audit reports
or Coordinated Review Effort (CRE).

3. Monitering And Evaluation

developing and monitoring the procedures to be used by schools in verifying
information reported in a sampling of appiications for free/reduced price meals;
annually reviewing net cash resources at the sponsor level;

conducting on-site management evaluations of program performance;
monitoring sponscring agencies and selected participating sites in accordance with
regulations (CRE, Title VI of the Civil Rights Act of 1964, Title IX of the Education
Amendmenis of 1972, Section 504 of the Rehabilitation Act of 1973 Staie
Standards for Educational Excellence, and Standards for School Nuirition); and
continucusly evaluating program effectiveness.

Training And Technical Assistance

scheduling and completing on-site visits to provide technical assistance and/or
follow-up visits; providing technical assistance as a result of CRE reviews;
implementing staff development for local school food service personnel,
assisting sponscring agencies with local school food service training programs
where necessary;

developing and implementing on-going training programs for supervisory and
administrative personnel (sponscr level);

reviewing and approving proposed plans and layouts for food service facilities
when requested; and

preparing and distributing training materials, pregram aids and guidance materials.
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RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS
SPONSOR LEVEL

At the local level, each county board of education or sponsor is responsible for the
following four areas:

1. Program Administration

annually negotiating contracts with participating schools;

presenting for approval to the [ocal board of education the Sponsors Agreement
[A - 30.1] and Poilicy Statement [A - 30.2] for provision of free and reduced price
meals or free milk, free textbooks, workbooks and instructional supplies; providing
copies of sponsor's approved Policy Statement to all participating schools;
distributing copies of Application for Free or Reduced Price Meals and Free
Textbooks, Workbooks and Instructional Materials [F - 30.2];

implementing required hearing procedures [Policy Statement, A - 30.2];
implementing a county level verification procedure to be used in the approval of
applications for free and reduced price meals;

monitoring school procedures in handling applications for free and reduced price
meals, coliection proceduras for meal payment, point of service count and
avoidance of overt identification of needy children;

developing standard policies regarding employment practices, grievance
procedures, supervision and training of food service personnel;

organizing, when needed for compliance with §2550.1¢ and §4321.1, school and
county adviscry councils;

assisting student-parent planning committees to improve public relations and
increase student participation;

notifying school administrators and school food service personnel concemning rules,
regulations and policies governing school food service programs;

maintaining liaison with parent, student and community groups;

promoting National School Lunch Week and other special activities;
extending and expanding program benefits o meet the nutritional, emotional and
social neads of all children;

school automaticn of records and reporis; and

reporting requirements §18A-2-13 which provide the following data from each
schoal:

a. the number of meals served;

b. the number of cooks employed; and

c. average number of meals served per cook hours worked.

2. Financial Management

verifying and consolidating schools' monthly reports of participation and claims for
reimbursement; promptly submitting the sponsor's consclidated Claim for
Reimbursement [G - 30.8]; verifying sponsor's monthly reimbursement payments
and allocating payments to the individual schools or programs;
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Administrative Requirements, School Food Authority

consolidating schools' financial reports each month; preparing an anrual sponsor's
report of accrued income and per meal costs; submitting report to state agency;
documenting reported income and expenditures and retaining documentation for
three years plus current operating year;

annually reviewing operating balances at the school level; annually reconciling
reimbursement payments to direct costs incurred at the school or sponsor level;
assigning and adjusting school reimbursement raies (in relation to allowable per
meai costs);

developing, implementing and maintaining an inventory control system for food
service equipment (retention for 12 years);

establishing and implementing purchasing preccedures in compliance with state and
federal regulations;

developing and implementing a viable financial management system and an
automated data processing plan which meets state and federal requirements;
reviewing edit checks monthly and document reasons for unusually high
percentage of participation; and

obtaining attendance factor for each school.

3. Monitoring And Evaluation

maintaining a regular schedule of on-site visits to participating schools; monitoring
all food service sites prior to February 1 of each school year and scheduling
follow-up visits to schools to ensure program compliance; accompanying state
and/or federal represeniatives on local school visits; and

continuously evaluating the effectiveness of the child nutrition programs in serving
all children.

4. Training And Technical Assistance

reviewing and approving building and renovation lay-outs, plans and purchasing
contracts; reviewing and approving major food service equipment purchases;
planning and/or appreving schoo! food service menus prior to time of service;
developing and implementing local policies concerning the serving of nutriticus
foods at schools;

complying with state and local standards concerning sales of foods and beverages
during the school day;

providing technical assistance to school food service persconnel, school
adminisirators and clerical personnel;

developing and implementing an on-going training program for food service
personnel, school clerical personnel and school administrators;

providing rescurce person(s) for school administrators, teachers, professional
groups and allied agencies;

assisting teachers and schocl administrators in developing an on-going nutrition
education program;
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developing and/or disseminating fraining aids, instructional materials, handhooks,

manuals and other program aids; and
initiating an on-going, relevant professional growth program for food service

supervisory personnel.
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September 1

10th of Each Month

October 15
January 15
April 15

July 15
September 30

October 31

October 31

November 10
November 30
December 15

January 10

February 1

Note:
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DATES AND DEADLINES

Policy Statement (WVDE 43-10-11)

Annual School Information for the School Lunch, School
Breakfast and Special Milk Proegram

Criteria for Determination of Severe Need Schools School
Breakfast Program

Monthly Claim for Reimbursement {(WVDE 43-10-30)
(tenth of the menth following the monthly period being claimed)

Monthly Financial Reports (WVDE 43-10-31)
Monthly Financial Reports (WVDE 43-10-31)
Monthly Financial Reports (WVDE 43-10-31)
Monthly Financial Reports (WVDE 43-10-31)
Annual Report (WVDE 43-10-32)

Verification. Draw sample based on the number of free/reduced
price meal applications on file October 31.

Civil Rights Information {racizal, ethnic data)

Reporting requirements §18A-2-13 (subr.nit with October report)
Notify WVDE of Verification Extension

Complete verification process

SFA Verification Summary Report received by the WVDE, Office
of Child Nutrition

Complete SFA site monitoring

Refer to the POLICIES OF OPERATION MANUAL 4320 for further
information regarding the submission of reports, documents, etc.




RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

SCHOOL LEVEL

The local schocl administrator is responsible for the following five areas:

1. Program Operation

filing an Appilication for School Lunch, School Breakfast and Special Milk Programs
[A - 30.3] with the county boards of education;

distributing, at the beginning of each school year Applications for Free and
Reduced Price Meals and Free Textbooks, Workbooks and Educational Materials
[F - 30.2] to each student enrolled in the school;

reviewing and approving, in accordance with state and county administrative
guidance materials, each application for free meals and reduced price meals and/or
complete direct certification for eligibility;

verifying informaticn reported on a sampling of applications for free and reduced
price meals and verifying any incomplete, illegible or questionable information
entered on the applications;

appreving all eligible, complete applications and denying all applications that do not
meet the eligibility guidelines. Such approval or denial must be entered on the
application in the appropriate areas and parents must be notified within 10 working
days after the completed application has been returned fo the school;

informing all teachers and clerical perscnnel of the federal, state and county
requirements for provision of free and reduced price meals or free milk;

initiating hearing procedures when information entered on the application is
challenged, cr appears o be inaccurate;

providing copies of student applications for free and reduced price meal benefits
when an eligible student transfers to another school;

checking menus prior to and during service to ensure that all nutritional
requiremeénts are met;

providing assistance to school food service personnel in planning menus that
provide for choices within the required meal components to all students; and
providing alternate meal services (plate lunch and box lunch; salad plate and
regular plate lunch; continental breakfast and regular breakfast) to increase student
participation.

2. Records And Reporis

establishing a procedure for obtaining accurate meal counts at the serving line
without overt identification so that accurate reports of daily student participation by
category are entered on the daily reporting form;
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maintaining all records pertaining to child nutrition programs (including applications
for free and reduced price meals, participation records, invoices, financial reports,
equipment inventories and production records) for three years plus the current
scheotl year,;

submitting complete and accurate reports of daily participation; and

submitting a monthly report of food service revenue and expenditures {o the county
office. —

3. Financial Management

developing and implementing standard procedures for collecting meal paymenis,
collecting meal tickets and serving meals so that no student is overily identified;

e establishing a system for payment and repoerting of all food service invoices in
compliance with county and state requirements for financial management;

e obtaining prior approval for all major purchases from the sponsoring agency;

e establishing standard procedures for maintaining inventories of purchased and
government-donated foods, supplies and equipment; and

¢ documenting reported expenditures.

4. Training

® encouraging schootl food service and clerical personnel fo pariicipate in the
county's staff developmenti program;

e remaining informed concemning federal, state and county regulations and policies
concemning the various child nutrition programs; and

e encouraging teachers to attend available nutrition education training and assisting

teachers in developing a sequential nutrition education program in the classroom.

5. "Public Relations

advising parents concerning the types of food service programs available at the
school and surveying the need for additional programs;

organizing_student advisory councils to assist in menu planning, publicity and
observance of special days in the lunchroom; and

mainfaining liaison with parents, students, community groups and the
administration to promote good public relations.

Those School Food Authorities who vend or satelliie meals must provide names and
addresses of sites on WVDE 43-10-01. Exhibit [A - 30.3]
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FEDERAL EMPLOYER'S IDENTIFICATION NUMBER

WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

NATIONAL SCHOOL LUNCH ACT

CHILD NUTRITION ACT OF 1966
SPONSOR'S AGREEMENT FOR THE SCHOOL LUNCH,
SCHOOL BREAKFAST AND SPECIAL MILK PROGRAM

1. NAME OF SPONSORING AGENCY:

2. ADDRESS OF SPONSORING AGENCY: 3. EFFECTIVE DATE:

o e e e e ks e ol ok kel e e o o ok o ke el e e e ko o e e ok e ol i ke e ok e sl e o e e o ok ok e ol ke v e e ke o ol ke kel ok ok o ok ok o i e i e e e o e s sl s i ok ok ke o e v e o e e ok e e ke e e o e o e e e e e

In order to effectuate the purposes of the National School Lunch Act, as amended (42 U.S.C. 1751) and
the Child Nutrition Act, as amended (42 U.8.C. 1771), the West Virginia Department of Education,
hereinafter referred to as the "Department”, and the Sponsoring Agency (ltem 1 above), hereinafter
referred to as the "Sponsor", agree as follows:

The DEPARTMENT agress to make funds available to the Sponsor for the pregrams operated by it, as
designated below, in accordance with the various State and Federai Regulations applicable to such
programs: National Scheool Lunch and Breakfast Program Reguiations (7 CFR Parts 210, 220, 3015 and
245); and/or Specia! Milk Prcgram Regulations (7 CFR Part 215) and Nutrition Education and Training
Regulations (7 CFR Part 227), and any appiicable amendments thereto, as well as any State Laws,

Regulations, or Standards.

The SPONSQOR agrees to accept federal funds for expenditure in accordance with the applicable
Regulations and any amendments thereto, and t¢ comply with all the previsions of such regulations and
amendments thereto. In the event of a proposed amendment of any applicable regulation, if the Spensor
gives to the Department, prior to the effective date of the amendment, written nefice of i{s determination
to discontinue operation of any program conducted thereunder, this Agreement shall be terminated as

to such program as of the effective date of the amendment.

The SPONSOR agrees that it will be responsible for the operation of the following Child Nutrition
Programs: (Place an "X" in the applicable space to designate the program(s).

National Scheel Lunch Program .
School Breakfast Program
Special Milk Program -
(In "No Program" schools or
split session Kindergariens only)
Commadity Schools .
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This agreement shall te effective commencing on the date specified (Item 3 above) and ending one year
thereafter, unless ierminated earlier as provided herein. The Depariment may renew this Agreement
each year thereafter, by notice in writing given to the Sponscr as socn as practicable after funds have
been appropriated for carrying out any of the purpcses of the National Schocl Lunch Act and of the Child
Nutrition Act during each such year. In any event, however, either party hereto may, by giving at least
ten days written nctice, terminate this Agreement.

The DEPARTMENT agrees ic reimburse the Spensor to the extent of funds available for school lunches,
school breakfasts or special milk served tc eligible children in connection with the Child Nuirition
Programs indicated abcove., Reimbursement shall be made cnly in connection with meals served to
children which meet the nutritional standards set forth in this agreemeni. Reimbursement rates as
established by the United States Department of Agricuiture shall be used to reimburse the Sponsor on
behaif of the school or institution. For all Sponsors, general cash-fer-food assistance funds shall be used
to assist the schools or institutions in obtaining food (the assigned reimbursement rate multiplied by the
total number of school iunches or breakfasts served io children); special cash assistance payments shall
be made to assist schools in providing free and reduced price meals to eligible children (the
reimbursement rate muitipiied by the totali number served free or reduced).

The SPONSOR agrees to submit to the Department for approvatl at the beginning of each school year,
a Policy Statement for the Provision of Free and Reduced Price Meals or Free Milk which covers all {food
services provided under the Nationai School Lunch Act and the Child Nutrition Act for all schoels or
institutions participating in the child nutriticn programs An approved copy of the Policy Statement will
be provided to all participating schools or institutions by the Sponsor. Any school or instifution
participating in the programs indicated abcve may, through the Sponsor, be reimbursed for school
iunches and schoo! breakfasts served free or at a reduced price to children meeting the Sponsor's
approved eligibility standards, provided that a current, correctly approved Application for Free or
Reduced Price Meals is on file at the school or institution. Such free and reduced price meais shall be
offered to all eligible children by all participating schools or institutions. Neither the child nor any member
of the child's family may be reguired to work for a meal. Each participating scheel or institution shall
comply in all respects to the Sponscr's approved Policy Statement. When the school or institution
participates in the Child Nutrition Programs listed above, meals may rot be denied any child for
disciplinary purposes and, if consumed in ancther scheot location, must be the same meal offered to
other children. If no meal service is available at a given school or institution, the Spconscr may apply for
the Special Milk Program for that particular school or instituticn, An approved Policy Statement must be
on file. For schools or sites with split-session kindergarten programs, the sponsor may apply for the
Special Milk Program for those particular kindergarten children only.

The SPONSOCR and the participating schools or institutions under its jurisdiction shall comply with all
provisions of Chapter 7, Code of Federal Regulations, Parts 210, 215, 220 and 245. .

The DEPARTMENT and the SPCNSOR hergby agree to comply with Title VI of the Civil Rights Act
of 1684 (42 1.S.C. 2000d et. seq.), Title IX of the Education Amendments of 1872 (20 U.S.C. 1681 et.
seq.), Section 504 of the Rehabilitation Act of 1973 (28 U.S.C. 794), the Age Discrimination Act of 1875
(42 U.S.C. 8101 et. seq.), all provisions reguired by the implementing Regulations of the Department of
Agricuiture, Department of Justice Enforcement Guidelines (28 CFR 50.3 and 42) and FNS (USDA)
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directives and guidelines. Compliance will be consistent with the objective that no person in the United
States shall, on the ground of race, color, national origin, age, gender or disability be excluded from
participaticn in, be denied the benefits of, or be otherwise subject to discrimination under any program
or activity for which the Sponsor receives federal financial assistance under this contract. The Sponsor
hereby gives assurance that it will immediately take measures necessary to effectuate this agreement.
By accepting this assurance, the Sponscr agrees to compile data, maintain records and submit reports,
as required, to permit effective enforcement of the nondiscrimination laws and permit authorized
USDAMWVDE personnel during normal woerking heurs to review such records, bocks and accounts as
rneeded tc ascertain compliance with the nondiscrimination laws. If there is any violation of this
assurance, the United States Department of Agricuiture or the Department shall have the right to seek
judicial enforcement of this assurance. Federal financial assistance is extended under this agreement
in reliance on the repraesentations made herein. This assurance is binding on the program applicant and
its successors, transferees and assignees as long as they receive assistance or retain possession of any
assistance frcm the United States Depariment of Agriculiure. The person whose signature appears
below is authorized to.sign this assurance on the behalf of the Spensor,

The SPONSOR hereby agrees that it will comply with Section 504 of the Rehabilitation Act that is
designed to assure that those who receive federai financial assistance will not discriminate against
disabled persons. It provides in relevant parts as follows: "No otherwise qualified handicapped individual
in the United States. . . shall, sclely by reason of his handicap, be excluded from participaticn in, be
denied the benefits of, ér be subjectsd to discrimination under any program or activity receiving federal

financial assistance."

The SPONSOR shall take appropriate initial and centinuing steps to notiify participants, beneficiaries,
applicants and employees, including those with impaired vision or hearing, and unions or professional
organizations and local minority and grass rcots organizations that it does not discriminate cn the basis
of disabllity viclation of Saction 504 of the Rehabilition Act of 1873. The nctification shall state, where
appropriate, that the sponsor dces not discriminate in admission or access to, or treatment or

employment in, its programs and activities.

All information used by the sponsor to inform the public about the program shall contain the following
nondiscrimination stateément: "Program benefits and services are available to all chiidren without regard
to race, color, gender, disability, age or national origin. If you believe you have been discriminated
against because of race, color, national crigin, age, gender or disability, write to the Administrator, Foed
and Nutrition Service,” USDA, Park Center Drive, Alexandria, Virginia 22302." The coilecticn and
reporting of data on the racial or ethnic identity of children who apply for free and reduced price meals

is required by Department of Justice regulations.

THE SCHCOL FOOD AUTHORITY AGREES THAT, for each school listed in the Policy Statement, it will
conduct the program(s) indicated in the Sponsor's Agreement in accordance with the Department's
regulations and will conform to the following requirements in the conduct of each program (unless the

requirement is restricted to a particular program):
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Meal Counts, Monitoring and Claims

The official signing the monthly Claim for Reimbursement shail be responsible for reviewing and
analyzing meal counts to ensure accuracy as specified in Section 210.8 governing claims for
reimbursement. The school food authority acknowledges that failure to submit accurate claims will resuit
in the recovery of an overclaim and may result in the withholding of payments suspension or termination
of the program as specified in Section 210.24,

The school focd autherity acknowledges that if failure to submit accurate claims reflects embezzlement,
willful misapplicaticn of funds, theft, or fraudulent activity, the penalties specified in Section 210.25 shall

apply.

The school food authority shall provide that free, reduced price, and paid reimbursable meals served to
eligible children are counted at the point of service, or through ancther counting system if approved by
the State agency.

Each school food authority with more than one school shall perferm no less than cne on-site review of
each school under its jurisdiction prior to February 1 of each school year (see 210.8 (a) (1). The

person who will monitor and complete the monitoring visits reportis

whose position (title) is

Prior to the submission of a monthly Claim for Reimbursement, each school food authority shall compare
each school's daily claim against data which will assist in the identification and correction of Claims for
Reimbursement in excess of the number of reimbursable free, reduced price and paid lunches actually
served that day to children eligible for such lunches. Such data shall, at a minimum, include the number
of children currently approved for free and reduced price lunches in the school, and, for every month
except September, the average daily number of free, reduced price and paid lunches served for the
preceding month (see 210.8 (a) (2).

Schoeol food authorities shall also compare claims against the school's average daily affendance,

enrollment or membership data, and a factor that accurately accounis for the difference between
enrcliment and attendance at any given time (see 210.8 {a) (3). The person responsible for these edit

checks is

whose position (title)is

The SPONSOR agrees; to develop a system for collestion of data; to maintain this information on file
for 3 years; and to establish procedures to ensure that the information is made available only to
authorized state and federal personnel during reviews or as part of OMB approved surveys. Estimated
data on the racial/ethnic make-up of the applicant organization's program service area (NSLP, SBP,
SMP) and enroliment shall be maintained by the Sponsor.
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The SPONSOR agrees to make available upon request, information about program requirements and
procedures for filing complaint in the appropriate translation to non-English speaking persons.

The SPONSOR, if it employs 15 or more persons, agrees to designate a coordinator to carry out
Section 504 activities..

The SPONSOR hereby certifies that any school(s) or institution(s) under its jurisdiction and participating
in any of the Child Nutrition Programs indicated above is nonprofit, exempt from Federal Income Tax
under the Internal Revenue Code, as amended, and devoted to the care, training and education of
children. Any Speonsor, school or institution that operates its food service under a contractual
arrangement with a concessionaire or a food management company shall submit a copy of such
contractual agreement to the Department annually fer approval prier to negotiation.

The SPONSOR and its scheools or institutions participating in any or all of the Child Nutrition Programs
indicated above shall comply with the requirements set forth in 7 CFR Part 3015 regarding financial
management; shail maintain full and accurate records of operations under this agreement and shall keep
such records for a pericd of three years after the end of the fiscal year to which these records pertain.
Records of income and expenditures shall be maintained in such a manner as to reflect the non-profit
status of this service. _The Sponsor shall limit its operating balance to a level consistent with program
needs. All excess funds (as determined by the Department) shall be used to reduce the price of the
meal, {o improve the quality of the meal service ¢r to purchase new or replace old equipment as
approved by the Sponsor and the Department.

The SPONSCR and each of the pariicipating schools or institutions shall make available to the
Department or to the-United States Depariment of Agriculture or to the State Tax Commission for
examination and/or audit at any reasonable time and place, all records pertaining to the operation of
programs under this agreement. The SPONSOR agrees (o make it possibie for the Department t¢ fulfill
its agreement with the United States Department of Agriculiure concerning its responsibilities for program
supervision, management conirol, audit, menitoring compliance and on-site visitaticn.

The SPONSOR, fer its participating schools or institutions, agrees to submit to the Department on forms
provided by the Depariment claims for reimbursement in accordance with instructions provided by the
Department. Claims for reimbursement not filed within 80 days follewing the last day of the month
covered by the claim will not be paid except when the United States Department of Agriculture

determines that late submission of the claim was justifiable.

The SPONSOR agrees that all income accruing to the food service program in its office or in any schools
or institutions participating in the programs available under the National School Lunch Act or the Child
Nutrition Act shali be used only for Program purposes; provided however, that such income shall not
be used tc purchase !and or to acquire or to censtruct buildings.,

The SPONSOR agrees that adequate facilities will be maintained for storing, preparing and serving food
purchased for service under the National School Lunch Act or the Child Nutrition Act and for food
donated by the United States Department of Agriculture. Proper sanitation and health and safety
standards conforming with all federal, state and local standards and regulations shail be maintained by
the participating schools and institutions, including an adequate and safe supply of water and sanitary
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disposa!l of all water and refuse. Such facilities shall be provided that the children may eat their meal in
an accepted sccial manner. Adequate and empathetic supervision shall e provided in the lunchroom.
Focd or beverages other than the school lunch or school breakfast, exira milk or other approved focds
shall not be served in the dining area at the time the meal is served, Meals may not be denied to any
child for disciplinary purpose, and must be the same meal served to other students.

Prices charged for adult and student rheals and/or mitk shali be approved annuaily by the Department,
Lunches and breakfasts shall be priced as a unit.

Extra milk served under the Special Milk Pregram in scheols with no feod services and/or schools with
split session kindergarten programs shall be fluid milk which meets state and local standards.
Reimbursement under the Special Milk Program shall be claimed oniy for fluid milk which meeis state
and local standards and is served in schools or institutions with no reimbursed food service.
Reimbursement may be claimed cnly for fluid milk purchased and served to children.

The SPONSOR agrees that all lunches claimed for reimbursement meet the nutritional requirements for
the school lunch and that ali breakfasts claimed for reimbursement meet the nuiritional requirements of
the school breakfast. Schecls and institutions shail cooperate with the Department in developing
procedures for diminishing the waste of foods without endangering nutritional integrity. Only cne
breakfast and/or one funch per day may be claimed for reimbursement for each participating student.

The school lunches claimed for reimbursement must meet the requirem}ents prescribed by the
Department and the United States Department of Agriculture and must be served during a pericd or
periods designated as the lunch pericd. The school breakfasts claimed for reimbursement must meet
the requirements prescribed by the Department and the United States Department of Agriculture and
must be served during a period that is near the beginning of the school day. The Sponsor and its
participating schools and institutions shall endeavoer to follow menu suggestions given by the Department
and/or Sponsor and shal! initiate varied types of menus, even though it may on occasien mean serving
foods with which scme students are unfamiliar. Substitutions may be made in food if the individual
participating children are unable, because of medical or other special needs to consume such feods.
Such substituticns shall be supported by a statement from a recognized medical authority that includes
recommended alternate foods.

The SPONSOR agrees that all schocls and/or institutions under its jurisdiction will serve meals to
children with disabilities even when the child's disability restricts her/his diet. These special dietary needs
must be verified by a statement frem a medical dector and must include prescribed aiternate foods. If
an emergency should arise preventing a school or institution from temperarily obtaining delivery of milk,
the Department may approve the service of meals with an available alternate milk or without milk during
the emergency period. :

This agreement may be terminated upon ten days written natice on the part of either party hereto and
the Department may terminate the agreement immediately upeon receipt of evidence that the terms and
conditions of this agreement or of the regulations have not been complied with by the Sponsor. Any
termination of this agreement shall be in accord with applicable laws and regulaticns,
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A SPONSOR that operates its food service program on contract with a food service management
company shall remain responsible for assuring that the nuirition programs are in conformance with its
agreement with the Department.

The DEPARTMENT may make adjustments in rates of reimbursement in accordance with the availability
of funds or in order to comply with the provisions of the National School Lunch Act or the Child Nutrition
Act. Notice of such adjustments shall be given as far in advance as is practicable.

SIGNATURES

STATE DEPARTMENT OF EDUCATION

(State Agency)
BY:
(County) or {Spenscring Agency) STATE SUPERINTENDENT OF SCHOOLS
APPROVED:
(County Superintendent) or (Director) State Director, Office of Child Nutrition
Date ' Date
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25308

POLICY STATEMENT
FOR
PROVISION OF FREE AND REDUCED PRICE SCHOOL MEALS OR FREE MILK
The National Schooi Lunch Act and Child Nutrition Act

The

(County Beard of Education or Nenpublic School or Child and Adult Care Sponsor)

has entered into ‘agreement with-West Virginia -Department-of - Education to participate in the
National Schoo! Lunch Program and/or the School Breakfast Program, the Child and Adult Care
Feod Program or the Special Milk Program, and/er o receive commodities donated by the United
States Department of Agriculture and accepts responsibility for providing free and reduced price
meais or free milk to eligible participants in the school(s), institution{s) or center(s) under its
jurisdiction.

The County Board of Education ¢r the Nonpublic Schocl or the Child and Adult Care Institution or
Sponsor assures the West Virginia Department of Education that the school system, the institution
or sponsor will uniformly implement the fellowing policy to determine the eligibility of participants
for: (1) Free and reduced price meals in ail classrocoms and/or schools and/or institutions and/or
centers or homes under its jurisdiction which are participating in the National School Lunch
Program and/cr the School Breakfast Program and/or the Child and Adult Care Food Program
and/or which are receiving government-cdonated foods; or (2} Free milk in all schools and/or
institutions in its jurisdiction that are participating only in the Special Milk Pregram or schools that
serve milk only to spiit session Kindergarten children.

In fuifilling its responsibilities the County Beard of Education or the Nonpubkiic Scheol or Child and
Adult Care Instifution or Center ¢r Home agrees:

A. To serve meals free or at reduced price to participants from families whese income is at or
below that listed in Attachment A, Columns 1 through 8.

B. To serve milk free to children from families whese income is at or below that listed in
Attachment A, Coiumns 1-3 ( in schools/centers/institutions/homes with no feod service and
in schools with split session Kindergarten).

C. To provide these benefits to any participant whose family's total heusehold income befere
deductions fail within the criteria given in Affachment A at the time the application is

submitted.

D. To ensure that there shall be no physica! segregation of or other discrimination made by the
schooi, institution, center or home against any participant eligible for a free or reduced price
meal or for free milk. The names of participants eligible to receive free or recuced price
meais and free milk shall NOT be posted, published or anncunced in any manner and there
shall be nc overt identification of any participant by use of special tokens or tickets or by any
other means. Further assurance is given that participants eligitle for free or reduced price
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meals or free milk shall: (1) not be required tc work for their meals or milk, (2) not be required
to use a separate lunch or service area, (3) not be required to go through a separate serving
line, {4) not be required tc enter the lunchroom/dining area through a separate entrance,
(5) not be required to eat meals or drink milk at a different time and (6} have the same
cheoices of meails and of milk as the paying participant.

E. That in the operation of nutrition programs, ne participant shall be discriminated against
because of his/her race, coler, national crigin, gender, age or disability.

F. To verify by December 15, in accordance with program reguiations a prescribed number of
applications and to maintain records as folicws: (1) a summary of the verification efforts;
(2) the totai number of applications on file by October 31; and (3) the percentage of number
of applications verified. Compliance with these requiremenis will be monitered by the West
Virginia Department of Edlucation as part of its supervisory assistance, monitering and
verification efforts.

G. To establish charges for meals served as follows: a reduced-price lunch or supper not to
exceed 40 cents, a reduced price breakfast not t¢ exceed 30 cents, and a reduced-price
suppiement not to exceed 15 cents.

H. To establish and use a fair hearing procedure for any parent's/adult household member's
appeal(s) of the {sponsor's) decisions on applications, and for challenges to the continued
eligibility of any participant for free or reduced price meals or free milk. During the appeal and
hearing, the participant who was determined eligible based on the face of the application
submitted will continue to receive free or reduced price meals or free milk. A record of all
such appeals and challenges and of their dispositions shall be retained for three years.

Prior to initiating the hearing procedure, the parent/guardian/adult household member or local
official may request a conference to provide an opportunity for the household member and
official to discuss the situation, present information, and obtain an explanation of data
submitted in the application and decisions rendered. Such a cenference shall not in any way
prejudice or diminish the right to a fair hearing.

The hearing precedure shall provide the feilowing fer both the family and the sponsor:

1. A pubiicly-announced, simple method for making an oral or written request for a
hearing. :

2.  An opportunity to be assisted or represented by an attorney or other person.

3. An opportunity to examine, prior to and during the hearing, the documents and records
presented te support the decision under appeai.

4, Reasonable prompiness and convenience in scheduling a hearing and adequate notice
as to the time and place of the hearing.

5. An opportunity to present orai or documentary evidence and arguments supporting its
position without undue interference.
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8. An opportunity to question or refute any testimony or cther evidence and to confront
and cross-examing any adverse witness,

7. That the hearing be conducted and the decision made by a hearing official who did not
participate in the decision under appeai or in any previous conference.

8. That the decision of the hearing official be based upen the oral and decumentary
evidence presented at the hearing and entered into the hearing record.

8.  That the parties concerned and any designated representative thereof be notified in
writing of the decision.

10. That for each hearing a written record be prepared, including the decision under appeal,
any documentary evidence .and a summary of any oral testimony presented at the
hearing, the decision of the hearing official and the reasons therefor, and a copy of the
nctification to the parties concerned of the hearing cfficial's decision.

14. That such writien reccrd be retained for a peried of 3 vears after the close of the
schoolifiscal year to which they pertain. These recerds must be made available for
examination by the parties concemned or their designees at any reasonabie time and
place during such pericd. '

To designate by name and title the county food service director, schooi principal, assistant
principal, center director or other assigned staff to review appiications for free and reduced

. price meais or milk and make determinations of eligibility. Such officials will use the criteria
sutlined in this policy to determine which individual participants are eligible for free and
reduced price meals or free milk.

J.  To make available, at the beginning of each scheol year, and whenever there is a change in
the eligibility criteria, to the parent, guardian or adult household member of each participant
attending the schools, centers or institutions participating in the School Lunch, School
Breakfast, Child and Adult Care Food Program, Commodity Programs or Speciai Milk
Program a copy of Form WVDE 43-10-20, Application for Free and Reduced Price Meals, or
Form WVDE 43-10-20 Milk, Application for Free Milk.

interested parents, guardians or adult household members are responsitle for filling out the
Appiication and returning the completed Application to the ceunty office, school or site. Such
applications and documentation of all determinaticns made on all appiications shail be
maintained at each school, center or institution for 3 years after the end of the school/fiscal
year to which they pertain.

Applications for Free and Reduced Price Meals or Appiications for Free Milk may be filed at
any time during the year. Any parent, guardian or adult household member who enrolls a
participant for the first time shall be suppiiec with a copy of Form WVDE 43-10-20 regardless
of the time of year the participani is registered.
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K. APPLICATION APPROVAL PROCESS

1. Prior to the review and approval of applications for the 1995-86 school year, free and
reduced price meals and free milk shall be served to participants from households with
approved applications on file from last year. This includes: (a) those participants who
attended the schoci/center last year; (b) new students in a school with cider siblings
who were approved free or reduced price last year; (¢) previously approved participants
who transfer from one schocl/center to another under the jurisdiction of the same school
food authority or sponsoring organization.

2. Each incoming application shall be reviewed at the school/center to determine that it is
complete. The following information must be provided befere an eligibility determination
can be made: —

HOUSEHOLD ENROLLING CHILDREN

(a) For Food Stamp/AFDC Assistance units:
(1) name of child;
(2) the child's food stamp or AFDC case numker; and
(3) signature of an adult household member.

(b) Other Households enrolling children:

(1) name of child; -

(2) names of ail household members;

(3) social security number of the household member who signs the application
or an indication that the household member does not have a social security
number;

(4) the amount of income receive by each household member identified by
source (wages, welfare, alimony/child suppert); and

(5) signature of an adult household member.

HOUSEHOLDS ENRCLLING DAY CARE ADULTS

(c) For Food Stamp/SSI/Medicaid participants:
(1) name of participant(s), ‘
(2) the participant's focd stamp, SSI or Medicaid number; and
(3) signature of an adult household member.

(d) ©Other Households enrolling day care aduits;

(1) name of participant;

(2) name(s) of participant's spouse and dependent(s) residing with the
participant;

(3) social security number of participant, participant's dependent(s) and spouse
residing with the participant;

(4) the amount of income received by participant, dependent(s) and spcuse
residing with the participant; and

(5) signature of an adult household member.

(e) Any other information requested cn the application, but not provided by the
household must not delay approval of {he application.
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3. Eligibility Determination:

(a) Participants currently receiving food stamp, AFDC assistance, S8[ or Medicaid
assistance shall be approved for free benefils if the applicaticn contains the
participant's name, the feod stamp/AFDC case number/SSI or Medicaid number
and the signature of an adult hcusehold member.

{b) Households that do not ¢claim food stamp/AFDC/SSI or Medicaid eligibility must
provide househeld size and income information to enable comparison against the
current income eligibility gquidelines. If the total reporied income is within the
eligibility limiis, the participant shall be approved for either free or reduced price
benefits, as applicable.

4, Household Notification:
{a) All househeids must be promptly notified of their eligibility status.

{b) Households denied benefits must be given written notification of the reason for
denial and of appeal rights and procedures. The household shalt be advised that
they may reapply at any time during the schecol year if their circumstances
change. The reasons for denial shall be noted and kept on file together with the
date the denial notice is sent and the name of the denying official.

5. If a pariicipant transfers from one school, center, heme or institution to another under
the jurisdiction of this County Board of Education or Sponsor, his/her eligibility for free
or reduced price meals or, if so offered, free milk will be transferred o and honored by
the receiving school, center, home or institution, provided that the receiving school,
center or institution participates in the School Lunch and/or School Breakfast Programs,
the Child and Adult Care Food Program or in the Commedity Only Program or the
Special Milk Program. The schoclicenter/institution from which the participant
transferred shall retain a copy of the participant's application.

6. ltis recognized that in certain cases foster children are also eligible for these benefits.
if a household has foster children living with them and wishes to apply for such meals
or milk for these children, the household will be instructed to contact the school, center,

institution or home.

7.  The designated hearing officiai for this County Beard of Education or this Nonpublic
School or this Institution or this Center or this Home is:

Name* Title

Address _

*(Note: This person must be someone not involved in the original eligibility determinations. It
is suggested that the designated hearing official hold a position at a higher
administrative level than that of the determining official.)
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guidelines and ail other information outlined in the parent/guardian/adult household member
letter to the local news media, lecal unempioyment offices and major employers
contemplating or experiencing large layoffs.

L. To submit a public/press release containing both the free and reduced price eligibility .

M. To establish a procedure to collect money from participants who pay for their meals or miik
and te account for the number of free, reduced price and full price meals served or for the
number of half-pints of free and full price milk served. The procedure described in
Attachment B will be used. No other participant in the scheol, center, home or institution will
consciously be made aware by such procedure of the identity of the participants receiving
such benefits and an accurate meal time count wiil be made and recorded daily.

N. To submit to the West Virginia Department of Education for approval any aiterations or
amendments tothe policy; including etigititity ‘criteria, appfications -public ammouncements,
or collections of payments, prior fo implementation. Such changes will be effective only upon
approval. Ail changes in eligibility criteria must be publicly announced in the same manner
used at the beginning of the scheol year.
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ATTACHMENTS: The following attachments are adepted with and considered a part of this
Policy Statement:

Aftachment A Income Eligibility Criteria for Free and Reduced Price
Meals and Free Milk

Attachment B Point of Service Ccunt and Coilection Procedure for Meal
Payment

Attachmeni C Public Release

Attachment D QOffer Versus Serve Policy Report and Lunch Option
Seiection

Aftachment E Income Eligibility Applicaticn and Parent/Househcid
Letters

Attachment F Notice of Househclids of Approval/Denial
Attachment G Notice of Selection for Verification

Attachment H Notice of Adverse Action

THE POLICY STATEMENT OUTLINED ABCVE WAS APPROVED BY THE
. COUNTY BOARD QOF EDUCATION OR THE BOARD OF

DIRECTORS ON

APPROVED BY:

County Superintendent of Schosis gr Diractor, Office of Child Nutrition
Administratar, Nenpublic School or West Virginia Department of Education
Child Care Institution, or
Director, Child and Adult Care
Food Program

Date Date
Copies of this Policy Statement, including Attachments A, B, C, and D will be issued to each
participating schcol or institution by (Date).
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ATTACHMENT A

GUIDELINES TO DETERMINE PARTICIPANT ELIGIBILITY
FOR FREE AND REDUCED PRICE MEALS
School Year 1995-86
) _A}‘jl_NUAL EAMI_LY INQQME BEFQRE DEDUCTICNS

FAMILY ELIGIBLE FOR FREE ELIGIBLE FOR REDUCED
SIZE MEALS OR FREE MILK PRICE MEALS

YEARLY MONTHLY  WEEKLY YEARLY MONTHLY WEEKLY

ONE $ 8,711 $ 810 $187 $13,820 $1,182 $266
TWO 13,039 1,087 251 18,596 1,547 357
THREE 16,367 1,364 315 23,292 1,941 448
FOUR 19,695 1,642 379 28,028 2,336 539
FIVE 23,023 1,819 443 32,764 2,731 631
SIX 26,351 | 2,186 507 37,500 3,125 I722
SEVEN 29,679 2,474 571 42,236 3,520 813
EIGHT 33,007 2,751 835 48,972 3,818 904

FOR EACH ADDITIONAL FAMILY MEMBER, ADD

3,328 278 64 4,736 395 g2
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ATTACHMENT B
POINT OF SERVICE COUNT AND
COLLECTION PROCEDURES FOR MEAL PAYMENTS

P NOTE:

1. In coilecting payments for meals and in distributing tickets, fokens or bills, cfficials must
ensure that there is no overt identificaticn of recipients of free or reduced meais: (a) at the
time the meal payment is made, (b) at the time the tickei or inveice is issued, and (¢) in the
serving line.

2.  Any payment coiflection system must have a built-in accounting system. Daily records must
document the amount of reduced, and fully paid participant and nonparticipant payments
collected and the number of free, reduced price, and fully paid participant and nen participant
meais that actually were served. Keeping these counts is a federal regulatory reguirement.
The use of "slash marks" as a-hand tally device-does noi meet federal regulatory
requiremesnts. —

Furthermore, the meal counts must be taken at the pcint of service where a determinaticn
can accurately be made that a reimbursabie meal has been served to an eligible participant.
For all practical purposes, this is at the end of the serving fine.

Aftachment B. serves as documentation of the system that will be used by each schoeoal,
institution, center or heme during the current school year for daily meal counts and the
collection of meal payments. If more than one methed is used within the school district or
sponsoring agency each method must be described and the sponsor must indicate which
(school) site uses which sysiem.

Any methods not listed beicw must be submitted in detail to WVDE for approval prior to
implementation.

POINT OF SERVICE COUNT AND MEAL PAYMENTS COLLECTION

in ail schools/centers/homes/institutions participating in the scheol lunch and/or the school
breakfast programs, and/or Child and Adult Care Focd Program the following procedures will be
used during the current schocl year:

METHOD 1 _

Before the beginning of class, participants go to the office to make daily (or weekly) payments
for their meais. The meal payments are collected in such a manner that other participants are
unable to detect those who pay reduced prices. Meal payments are counted and recorded in the
office. Each day the appropriate numbers of coded daily meal tickets {including those for free
meals) are sent to the individual classrooms. At meaitime, the tickets are coliected from the
participants as each participant receives her/his reimbursaktle meal. The tickets are distributed and
taken by the participants to the dining area where these are collected after the meal is served. The
coded daily tickets are counted by category to aTive at an accurate daily point of service count.
The following schools/centers/institutions use Method 1:
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ATTACHMENT B
(Continued)

MET 2

Participants pay for their meals in the office or classroom ai the beginning of the school day.
The meal payments are collected in such a manner that other participants are unable to detect
those who pay reduced prices. As the participants receive their reimbursable meals, a coded
check off list (roster) containing the names of all participants and identifying those who have paid
{full and reduced price) and participants eligible for free meais is clearly marked by an individual
familiar with the participants. At the end cf the meal service pericd names on the roster are
counted by category {free, reduced, paid) and an accurate count is recorded on the daily recerd
of program operaticn. The following schools/centersfinstitutions use Method 2:

METHOD

Participants |.D. cards, with coded participant number, are issued to each participant. When
a reimbursable meal has been served to the participant, the 1.D. card is scanned electronically or
the 1.D. number is manually entered into the computer. A computer generated meal count by
category, (free, reduced price, and fully paid participants and nonparticipants) provides information
for the claim for reimbursement. Participants may pay in advance, weekly or monthly or be billed
weekly or monthly. The following schools/centers/institutions use Method 3:

METHOD 4 _

At or near the beginning of the term each participant is assigned a coded identification
number indicating whether the participant is entitled to free, reduced price or fully paid meal
service. As participants receive a reimbursable meal, they repcrt this number to a responsible
person who records the identification number on an adding machine tape or some cther devica.
At the end of the serving period, a count of free, reduced price and fully paid meals is constructad
from the coded list. Housenolds pay for the meals in advance or are biiled for meals consumed
during a specific billing pericd. The foilowing scheols/centersiinstitutions use Method 4:
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ATTACHMENT C

PUBLIC RELEASE OF COUNTY OR NONPUBLIC SCHOOL OR
CHILD AND ADULT CARE SPONSOR
ON FREE AND REDUCED PRICE MEALS AND FREE MILK

The = County Beard of Education (or the Institution, Center, Home or
Nonpublic Scheol} today announced its policy for (free and reduced price meals) (free milk) for
participants who are unable to pay the full price for meals or miik served in schools, centers,
institutions or homes that participate in the National School Lunch or Breakfast Programs the Child
and Adult Care Focd Program or in the Special Milk Program only,

The County Board of Education {(or the Nonpublic School, Institution, Center or Heme} has adopted
the following family size income criteria for use in determining the eligibility of participants for free
and reduced price meals and free milk:

GUIDELINES TO DETERMINE PARTICIPANT ELIGIBILITY
FOR FREE AND REDUCED PRICE MEALS
School Year 1995-96

ANNUAL FAMILY INCOME BEFORE DEDUCTIONS

FAMILY ELIGIBLE FOR FREE ELIGIBLE FOR REDUCED
SIZE MEALS OR FREE MILK PRICE MEALS

ONE e $ 971 $13,820
TWO 13.039 18,556
THREE - e 16,367 23,292
FOUR 19,695 28,028
FIVE e 23,023 32,764
SiX 26,351 37,500
SEVEN 29,679 42,236
EIGHT 33,007 46,972

FOR EACH ADDITIONAL
FAMILY MEMBER, ADD 3,328 4,736

Participants from households whose income is at or below the levels shown are eligible for free and
reduced price meals (or for free milk).

Application forms are being sent to some homes with a letier to parents, guardians or adult
household members. All parents, guardians or aduit household members wishing to apply for free
or reduced price meals or free milk may fill out the application form sent home by the school,
center, institution or Aicme. Additional copies cf the application are available at ali sites and county
offices. The information provided on the application is confidential information to be used only for
the purpcses of determining eligibility of the participant. [f Part Vil of the appiication is checked and
signed, informaticn may be released to the indicated agency. An appiication may be submitted at
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any time during the school year, but must be submitted annuaily for continued eligibility.
information given on the application may be verified at any time during the schoc! year by schoci
or program officials. i ' )

So that the schoot or program officials can determine eligibitity for free or reduced price benefits,
the househoid applying for a child must provide all of the following informaticn listed on the
application: Names of all household members; social security number of the household member
who signs the appiication or a statement that the housenoid member does not possess one;
amount and source of income received by each household member; and the signature of an adult
household member certifying that the information provided is correct. To determine eligibility for
free or reduced price benefits for adult participants, the household or adult participant must provide
the following information on the application: name of adult participant and aduit participant’s
dependent(s) and spouse residing with the partisipant; social security number of the adult
househecld member who signs the application, or a statement that the person does not possess
one; participant's income and dependent(s) and spouse's income, if residing with the participant;
and the signature of participant or adult hcuseheld member. Households including the participant
applying, currently receiving focd stamps, AFDC, SSI er Medicaid benefits for participants may
submit their Food Stamp, AFDC Program Case Number, SSi or Medicaid number instead of
income information. Households are required to report increases in household income of over $50
per month or $600 per year and decreases in household size.

Food stamp, AFDC, {or in the case of Adult Day Care SS| and Medicaid), househcids oniy have
to provide the participant's name and current focd stamp, AFDC case number, SSI and Medicaid
number and an adult househcid member's signature. In certain cases, foster children are also
eligibie for these benefits. 1f a family has foster children living with them and wishes to apply for
free or reduced price meals and milk for them the schooi principal or program director should be
contacted.

Under the provision of the free and reduced price meal and free milk policy the schoael pringipal or
program director will review appiications and determine eligivility. |If a parent, guardian, or adult
househoid member is dissatisfied with the decision, he/she may wish to discuss the decisicn with
the principal or director on an informal basis. |f the parent, guardian or adult household member
wishes to make a formal compiaint, he/she may make a request either crally or in writing to!

Name Telephone

Address

for a hearing to appeal the decision. The county {(or private school, institution, center or home)
policy contains an outline of the hearing procedures.

If during the scheol year a family member becomes unemployed or if family size changes, the
family should contact the scheol, institution, center or home to file an application.

The same meals will be available to ail enrolled participants at no separate charge regardless of
race, color, disability, gender, age or national origin, and there is no giscriminaticn in the course
of the meal service. Any complaints of discrimination should be submitted tc the Administrator,
Food and Nutrition Service, USDA, Park Center Drive, Alexandria, Virginia 22302.
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Each schooi, child and adult care center, institution or home and the office of the county board of
education has a copy of the complete policy which may be reviewed by any interested party.

This is the public release we will send to:

(Enter names of news media outlets, unemployment offices and major employers contemplating
or experiencing laycffs.

on (Date).

These groups must be advised of pregram availability, new programs or changes in existing
programs.
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ATTACHMENT D
OFFER VERSUS SERVE POLICY REPORT

The adheres to child nutrition program regutations
{Name of Sponsoring Agency)
concerning the provision for "Offer versus Serve" as indicated beiow.

7 CFR, Part 210.10 (e) Offer versus Serve. Each school shall offer its students all five required food items
as set forth in. , . [the school lunch pattern]. Senior high students shall be permitted to decline up to two
food items. Students below the senior high level may be permitted to decline up to two food items, or oniy
one food item, at a discretion of the school food authority. The price of a reimbursable lunch shall net
be affected if a student declines food items or accepts smalier portions.

1. All senicr high schooi students are offered five complete food items, but have the
optien to take three of the five food items.

2. Junior high and middie school students are offerad five complete focd items daily and
have the gption totake:
a. three of the five foed items,
b.  four of the five food items.

3. Elementary school students are offered five compiete food items daily and have the
opticn to take: :
a. three of the five focd items. _
b.  four of the five food items.

7 CFR, Part 220.8 (3) Offer versus Serve. Each school shall offer its students all four required food items
as set forth under. . . [the school breakfast pattern]. At the option of the school food authority, each
school may allow students to refuse one food item from any component that the student does not intend
to consume. The ... [offer versus serve] option shall not affect the charge for breakfast.

The following schools allow the offer versus serve option at breakfast:

The following schools do not allow offer versus serve at breakfast:

LUNCH OPTION SELECTION

To implement Standards for Scheel Nutrition, pelicy 4321.1, the county chocses the following option for lunch
impiementation {check one):

Lunch Implementation Opticn A, 4.1, USDA Pattern plus nutrient analysis.

Lunch Implementation Option B, 4.2, West Virginia Department of Education compenent-based
standard, -
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WEST VIRGINIA DEPARTMENT OF EDUCATION ATTACIMENT E

Charleston, 'West Virglnia 252058
Application for Fres or Reduced Price Meals, and Frae
Texibooks, Workbooks, and Educational Supplies

PART ;. ENROLLED CHILDREN'S INFORMATION - TO BE COMPLETED BY ALL APPLICANTS

CHILD'S NAME AGE SCHOOL, CENTER or CAMP GRADE HOMEROOM

PARTS i, il AND IV: CCMPLETE THE PART THAT APPLIES TO YOUR FAMILY

PART II: FOOD STAMPS/AFDC HOUSEHOLDS NOW RECEIVING BENEFITS - If you recelve food stamps/AFDC. complete this part and sign
the application. _ .
Yes. | recslve Food Stamips for the chitdren listed in Part |

‘Yes, | receive AFDC for the children [isted in Part 1,

My case number is:

PART }il: FOSTER CHILD - If you have a foster chilg, complete this part and sign the application,
Child's Name Child's Monthly Personal Use Income

PART IV: ALL OTHER HOUSEHOLDS - if you do not receive Focd Stamps or AFDEC, complete this part and sign the agplcation.

t List ali members living in your househeld, Include parents, children, grandparants and all pecple related or unrelated wha live In your household.

2. List monthly incoma try category, List meorme {BEFORETANES cachpersan Teeene fast month and ts soarca” Example: Wages, Soclal Security,
Pension, Retremant, Weltars, Child Suppart, or Alimany.

NAMES OF ALL OTHER AGE MONTHLY MONTHLY WELFARE, ALL
HOUSEHOLD MEMBERS EARNINGS PENSIONS, PAYMENTS OTHER
(Qldast to Youngest) FROM WCRK RETIREMENT, CHILD INCOME
(Bofere SUPPORT, SOCLAL RECEIVED
Deductions) SECURITY, ALIMONY

TOTAL NUMBER OF PERSONS IN HOUSEHOLD MONTHLY INCOME (Befors Deductions) §

PART V: RACEETHNIC IDENTITY - You are not reguired to answer thus question
WHITE nen Hispanc BLACK non Hispanic HISPANIC
AS|AN or PACIFIC ISLANDER AMERICAN INDIAN or ALASKAN NATIVE
NO CHILD WILL BE DISCRIMINATED AGAINST BECAUSE OF RACE, GENDER, COLOR, NATIONAL DRIGIN, AGE OR DISABILITY
PART VI: SIGNATURE - An adult househa!d member must sign this application before it can oe approved
PENALTIES FOR MISREPRESENTATION - | cartléy that the information provided is corract and that all incomme was reperted | understand tha! this information 18

being given for the receipt of lederal funds and that deliberale misreprasentation of the Information may subjest e to prosacutinn under apphcable stale and faderal
law,

1§ you da not gva a FOOD STAMP or AFDC case number, Federal Law {PL 87 25} requires you o i tha social security number of the household member who signs
the apptcation bafore your ehild may recaive free or reducad price meals. You do net have to give a social security number, butif you refuse, uniess you indicate
you have nene, your child cannct recaive free or reduced price meals  The social securty number may be usad to Kentify you for verifying the mformation you regen
on this appleation  The social security number may be released to Medicaid officials for identification purpeses  Verificalion may inzlude audits, investigations,
contacting the state employment security office, food stamp or welfare office, empiayérs, and checking the written information pravided by the househald to conflrm
the information received. If incamrect information s discovered, a loss of benefits er legal action may occur

SIGNATURE OF ADULT: Please Print

X

NAME,

ADDRESS

Sacial Security Numbar of Signar or the word "HONE™

PHOMNE (Home) Work),

DATE. —

Your application cannot ba ar.;roved withc;ut ;Sccial Security Number or an Indication that you have "NONE".
FOR INSTITUTION USE ONLY: Approved for Fres Textbooks, Workbooks, Sehoo! Sugphes

Apgroved  Fres Maals ‘Temporary Free Faduced Meals Temporary Reduced
Applieaticn Denied, Reason fer Denial -
Signature/Stamp of Appreving official Date

PART Vil: OTHER BENEFITS - You do no! have lo camplele this part 1o get free and reduced price meals,

Yes, schoo! officials may give my name, adress, and Social Security number to the Medicaid office so thal they can serd me Information about getting
a Madizaid card for my chilg

Yes, sches| officials may uss the information provkied on this application to delemine my children's eligibility for free textbooks, workbooks, and olher
schoo! supplies.

Yes, sehool cfficials may use the information pravded on this application to determine my children's ellgibllity for spesial services and assistance under
the Cad D, Perkins Vocationa!l and Technical Education Azt 6f 1958,

THE INFORMATION ON THIS FORM MAY BE USED QNLY TO ASSIST IN THE DETERMINATION OF ELIGIBILITY FOR THE PROGRAMS THAT | HAVE
INDICATED. | UNDERSTAND | WILL BE RELEASING INFORMATION THAT WILL SHOW THAT | AM APPLYING FOR FREE AND REDUCED PRICE BENEFITS
UNDER THE NATIONAL SCHOOL LUNCH FROGRAM OFFICIALS FROM THE MEDICAID PROGRAM MAY VERIFY MY NAME AND ADDRESS SCHOOL
OFFICIALS MAY VERIFY ALL THE INFORMATION ON THIS FORM | GIVE UP MY RIGHTS TO CONFIDENTIALITY FOR THESE PURFOSES DNLY.

| carlify that | am the parentiguardian of the child{ren) for whem applicatan is being made
SIGNATURE ({Parent/Guardian) DATE

XTI T CRMS2
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DEAR PARENT OR GUARDIAN:

This latter 18 sent lo you each year by your chikd's schoal, center or camp. 1t explains how your family czn appiy (or {rae or reduced maals. frae workbooks, iree
taxtoanks and school suppliss. Also, it allows you (o indicate an interest in sharing this infarmation with school officlals to determine yaur child's eligibility 1o recaive
voralional aducation benefits  Additionally, it allows you to indicals an interest in raceiving information on Madicasd

MEAL BENEFITS: Reduced Prica Breakfast = 30 cents Reduced Prce Lunch = 40 cants

MEAL BENEFITS FOR CHILDREN WITH DISABILITIES: Schosls shall make subsiitutions in focds for childran whase disabilhas testact their dial,
For mora inlormation, cenlact schoo! officials.

MEAL BENEFITS FOR FOSTER GHILDREN: in certain cases, foster chitdren are eilgitle for frae or reduced prics maals regardiass of income  If you
have a lgster child, please contact school cfficials,

ELIGIBILITY

Loak at the chart Find your household size MOUSEHOLD is; All persons, including parents, chidres, grandparsnts and alt peopl= related or unrelated who live
in yaur home and shars iving expensas, Find your total household Income, TOTAL HOUSEHOLD INCOME IS The income all household marmbars secaive before
laxes Thisincludes wages, social sacurily, pansion, relirement, welfars, child suppor, alimony, or any other cash income

INCOME GUIDELINES FOR REDUCED PRICE MEALS
July 1, 1995 - June 30, 1996

HOUSEROLD TOTAL HOUSEHKOLD INCOME BEFORE DEDUGCTIONS:
SIZE : YEARLY: - - MONTHLY
ONE ... $13820.............. N - - 51,152
T™WO ... . 18856 . ... ... ... 1,547
THREE ... .............. 23292 ... 1,941
FOUR e 28028 . 2,338
FIVE e BRTBA Ll 2,731
SIX e e 37800 . 3,125
SEVEN . e 42,238 . ... . e 3,520
EIGHT Tl L 48872 . ... ... I 3,815
For Each Additional
Household Member, ATD . . .. 4738 .. e 395

W your total Income 15 Ine SAME OR LESS or you recaive feod stamps of AFDC for vour childien, fill sut the application and ratum f 1o the school, centar or camp
You wliif be notified If the application is approved or denled.

WHAT IS A COMPLETE APPLICATION?

1. For & family raceiving food stamps/AFDC, a complets appication includes: ehild's name (Part 1), case number [Par 1} and aduft signaturs (Part VI,

2, Forafamily xeaping a foster child, a complete application ingludes: chilc’s name (Part I}, chiid's personal use income (Fan 1l and adult signaturs (Part V1j.

3, For ali other househoids, a complete application includes. child's name {Part I}, housshold mambars (Part 1V), menthly income (Faft V). source of income
{Pan V), social security number of (the adult signing the application or the word "NONE” if you do not have ane (Part V1), and adult sxgnature (Fart Vi

PRIVACY
The infermation tha! you sant wit be used 1o determine ar prove your child's afigibility for fres or reduced price maats, This information may wiso be used for free
textbogks, workhooks and other school suppliss, Your name and addrass may be shared with the Depantment of Heatth and Human Resources (o send you Medicaid

infermation of with school ofizials to determine your child's eligibility to receive vocalional educzhon benefis, {f you want free bocks, and other sehos! supplies,
Medicald information or vocational education bensfils for your child, thack the blanks in Part V11 on the form and sxgn Part Vil,

PRCOF OF INCONE
The Information you provide may ba checkad by the $cheol, camp, or centar's staff 2l any time. You may be asked to send infermation is prove your child Is aligible
to recalve fras and recuced pnos meals,

REPCRTING CHANGES
You must repart 1o your chitd's schadl, cenler or camp
1. Any change in your incoma of $50 par month or $600 par year,

2. Any change in your household size, and
3, When you no lenger recaive fopd stamps or AFDC far your child,

FAIR HEARING

{fyou do not agree with the decision on your chikd's application or the procass used 1o prove mcome aligiitily, you may talk Wik school, canter or camp oficials  You
have the right to a fair hearing which may ba arranged with the county superintandant, or canter or camp duector,

REAPPLICATICN

You may apply for benafits any time during (he schogl year, If you should have a decrease in household income, an increase In housshold size. ar pesams
unempioyed, fill out an application at that time

KNONDISCRIMINATION

Childran who receive fres of reduced pnce meals are treatad the same as chidren who pay for meals  No child will be diseriminated against becsuse of race, gender,
color, nations] ongin, age, of disability In the operalion of the child nutrtion programs  If you belleve you have besn disenminaled against, write 1o the Secretary of
Agricufture, Washington, D.C, 20250,
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ATTACHMENT F

WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

APPLICATION FOR FREE MEALS OR REDUCED PRICE MEALS
NOTICE OF APPROVAL, CHANGE OR TERMINATION OF BENEFITS

TO:

{Name of Parent, Guardian or Adult Houszhold Member)

{Address)

FROM:

{(Name of School or Institution er Center)

Your Application for Free Meals or Reduced Price Meals for (name(s))

has been reviewed on the basis of the current Income Guidelines set by the United States
Department of Agriculture.

EFFECTIVE ON

_ Your appiication for free or reduced price meals has been denied.

__Your application has been approved for free meals, and (in public schools) free
textbooks, workbooks, and instructional supplies, pending a request for

. verification.

_ Yeur application has been approved for reduced price meals, and (in public
schools) free textbooks, workbooks, and instructional supplies, pending a
request for verification.

_ Your applicaticn has been temporarily approved for free meals, pending a
request for verification.

 Your application has temporarily approved for reduced price meals, pending
a request for verification.

_ Applicant(s) isfare eligible for free meals rather than reduced price mealis.

REASON FOR DENIAL OR CHANGE IN BENEFITS

If you have any question, please contact your school or center.

You may apply or reapply for free or reduced meal benefits at any time during the scheoi year.
. Applications are available at the school, institution or center.
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During the year, if there is a change either in your househoid's total income or in your household size,
you should notify your school, institution or center. A decrease in total income, an increase in family size,
unemployment or temporary layoff may make your participant eligible for free or reduced price meals.
All households with participants who are receiving free or reduced price meals must notify the
appropriate official of any change in household size or of any increase in household income of over $50
per month.

The information you give in the Application process will be used only for the purpose of establishing your
child's eligibility for free or reduced price benefits or for free textbooks and instructional supplies or for
Medicaid information or Vocational Education benefits information if you have so indicated. The request
for Food Stamp, AFDC Case Number, SS| or Medicaid number does not mean that your benefits will be
changed. The number will be used only for eligibility determinations.

If your Application is denied or if it is approved for reduced price benefits rather than free and if you
disagree with the decision, you may discuss this with your school principal or institution or center director.
If, after such discussion, you wish further review of the decision, you are entitled to a fair hearing. A
request for a hearing may be made either by letter or by telephone. Please contact your county
superintendent, or in the case of a private school, your school director, or the sponsor of the child care
center, home or institution.

Program benefits and service are available to all participants, without regard to race, color, gender,
disability, age or national origin. If you believe you have been discriminated against because of race,
color, naticnal origin, age, gender or disability, write to the Administrator, Food and Consumer Service,
USDA, Park Center Drive, Alexandria, Virginia 22302.
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SOCIAL SECURITY NUMBERS

If you do not show that you receive food stamps or AFDC for your child, you must show
papers that prove your income and you must list the social security number of each adult
household member. Write the word "none" if an adult household member does not have
a social security number.*
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*Privacy Act Statement: The National School Lunch Act requires that, unless you show
that you receive food stamps or AFDC for your child, you must provide the social security
number of each adult household member or indicate that the household member does not
have a social security number. Provision of a social security number is not mandatory, but
if a social security number is not provided for adult household member who signs the
application or an indication made that the adult household member does not have a soctal
security number, benefits will be terminated. The social security number may be used to
identify household members in verifying the correciness of information stated on the
application and continued eligibility for the program. These verification efforts may be
through program reviews, audits, and investigations and may include contacting employers
to determine income, contacting a food stamp or welfare office to determine current
ceriification for receipt of food stamps or AFDC benefits, contacting the State employment
security office to determine the amount of benefits received and checking the
documentation produced by househoid members to prove the amount of income received.
These efforts may result in a loss or reduction of benefits, administrative claims or legal
actions if incorrett information is reported. This information must be provided to the
attention of each adult household member disclosing his/her social security number.
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ATTACHMENT G

PROTOTYPE LETTER TO PARENTS/GUARDIANS

Date

Dear

Federal regulations require that information contained on three/one and one-half
percent of all approved applications for free/reduced schooi lunches be verified. These
regulations outline the information to be verified and acceptable documentation (proof)
which may be provided for verification purposes.

Through a random/focused selection process, an application approved for
(free/reduced) meals for (name) on 199__ (date)
has been selecied for verification. Attached is information outlining what must be provided
by you so that the applicatiocn can be verified. Please read this information carefully and
submit the proper document(s) to me within ten days. Eailure to provide this information
within the allotted ten day period will resuli in the loss of (free/reduced) meals
for (name).

Child nutrition programs are available to all children without regard to race, color,
disability, national origin, gender or age. If you believe you have been discriminated
against because of race, coler, national origin, age, gender or disability, write fo the
Administrator, Food and Nutrition Service, USDA, Park Center Drive, Alexandria, Virginia
22302. If you require further information or need assistance, please call me at

Sincerely,

Principal

School

Street and/cr Post Office Box .

Zip Code

Q0T3P OOMEX
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ATTACH”

PARENT LETTER

DIFFERENCE BETWEEN DOCUMENTATION AND APPLICATION

Date

Dear.

We have reviewed the document(s) submitied as proof of income. The proof
checked below does NOT agree wiih the information on your application for free or
reduced price meals.

FOOD STAMP ELIGIBILITY
Wrong family

Not current for last month

Other

PAYCHECK STUB, PAY ENVELOPE, LETTER FROM EMPLOYER, SELF EMPLOYED
PROOF OF INCOME . : \

Not current for last month
Income reported higher than on application
Income reported lower than on application

Other

BENEFIT NOTICE/LETTER OR COPY OF CHECK FROM

Not current for last month
Income reported higher than on application
Income reported lower than on application

Other

(OVER)

Q24 0taiPOOMEX
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WRITTEN STATEMENT EXPLAINING NO HOUSEHOLD INCOME
Statement shows that there is income

Statement does not fully explain household conditions

Other
As a result of this difference, unless you can provide adequate proof of eligibility within ten
(10) days (by ) or submit a new application (enclosed), benefits o
your child will:

Change from reduced price meals to free

This change wili cccur only if you contact the school by the date listed above to
explain the difference.

Change from free meals to reduced priced meals at $ for lunch and
$ for breakfast,
Be stopped.

This change will remain in effect until you provide the information required. If you have any
other proof to submit, please send it to the school and this decision will be reconsidered.
Failure to reply within ten (10) days will result in the change noted above.

You may reapply at any time during the school year if your eligibility circumstances
changes. - -

If you no longer receive Food Stamps/AFDC Benefits you may submit a new Free/Reduced
application with confirming income information.

if you do not agree with this decision you may request a hearing by contacting
(hearing officer) at (county office).

if you request a hearing, your child will continue to receive free or reduced price meals until
the decision of the hearing official is made.

If you believe you have been discriminated against because of race, color, national origin,
age, gender or disability, write to the Administrator, Food and Nutrition Service, USDA,
Park Center Drive, Alexandria, Virginia 22302.

You have ten (10) days from the date of this letter to request such a hearing.

Sincerely,

School Principal
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SCHOOL CODE

WEST VIRGINIA DEPARTMENT OF EDUCATION
OFFICE OF CHILD NUTRITION
Charleston, West Virginia 25305

APPLICATION AND AGREEMENT FOR THE SCHOOL LUNCH, SCHOOL BREAKFAST AND SPECIAL MILK PROGRAMS

NAMEQF SCHOOLORINSTITUTION

ADDRESS___ = - - -
COUNTY - ©- TYPE OF PROGRAM: NEW RENEWAL
CURRENT ENROLLMENT _ AVERAGE DAILY ATTENDANCE PROGRAM BEGINS
PROGRAMENDS . _NUMBER FOQOD SERVICEWORKERS: FULLTIME PART TIME

DQOES THE SCHOOL OPERATE ITS MEAL SERVICE ON A FEE, CONCESSION OR CONTRACT ARRANGEMENT?
If "Yes", attach a copy of the surrent contract.
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THE SCHOOL OR INSTITUTION LISTED ABOVE [S APPLYING FOR APPROVAL TO QOPERATE THE CHILD NUTRITION

PROGRAMS AS LISTED BELOW:
B A e e B M i i A A i e =

SECTION A. SCHOOL LUNCH PROGRAM {check if appropriate)
Estimated number of lunches to be served daily: To children ; To adults
Estimated number of lunches to be served daily to children: Free : Reduced price

Lunch Prices; Children: Regqular price . Reduced price ; Adult price
e Gl Gpiir G L G L S i D I I Pl O G DG OGP GO DG SO S

SECTION B. SCHOOL BREAKFAST PROGRAM {check if appropriate)

Estimated number of breakfasts o be served daily: To children i To adulis
Estimated number of breakfasts to be served daily to children: Free : Reduced price

Breaxfast Prices: Children. Regular price ; Reduced price ; Adult price
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SECTION C. SPECIAL MILK PROGRAM (check if appropriate)

NOTE: Schools that applied for either the Schocl Lunch and/or the School Breakiast Program in Saction A or Section B above, may
for children in split-session kindergarten only complete Section C. :

Net delivered price (after discount) paid to supplier per 1/2 pint milk

Unflavorad, low fat : Fluid, whole : Flavored ;. Qther
Price to be charged children per 1/2 pint milk: Unflavered, low fat ; Flavored
; Other (Specify type, e.g., buttermilk, milk shake, etc.)

Fluid, whole
e A e s  aaraee s v

LIST BELOW THE NAMES AND ADDRESSES OF VENDED AND/OR SATELLITED SITES THAT ARE SERVED BY THIS
PROGRAM:

C22WGHFORME2
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MEMORANDUM OF UNDERSTANDING

To effectuate the purposes of the National Schoel Lunch Act and the Child Nutrition Act and federal/state regulations governing the
School Lunch Program, the Schooi Breakfast Program and the Special Milk Program, the West Virginia Department of Education, the
County Board of Education or other Spensoring Agency and the School or Institution completing this Application and Agreement do

hereby agree; =

1.

YWWDE 43-10-01 4/55

The West Virginia Depariment of Education (hereinafter referred to as "Depariment’) shall reimburse the Sponsoring Agency
{hereinafter referred to as_"Sponsor”) to the extent of funds available, for lunches and/ar breakfasts and/or special milk served to
children in connection with the National Scheel Lunch Act and the Child Nutrition Act during the fiscal year during which the
Department's Agreement with the Sponscr and the Sponsor's Agreement with the School or Institution (hereinafter referrad 10 as

"School") is in effect. —

Reimbursement shail be made to the Sponsor only in connection with meals that are served to eligible chiidren that meet the
nutritional requirements sét forth in Section 3 of this Memorandum of Understanding. The School may be reimbursed, to the extent
that funds are availabie, by the Sponscr for school tunches andfer school breakfasts or for special milk served by the School undar
the Frograms indicated on Page 1 of this Agreement. Further, compliance by the Scheoi with faederal regulation set farth in
Chapter 7, Code of Fedgral Requlations, Parts 210, 220, 215 and 245, as applicable to the specific child nutrition program, is
prerequisite to participation in the Scheol Lunch Pregram, the Schoo! Breakfast Program and the Special Milk Program.

Reimbursement rates are established by the Depariment, to the extent funds are available, within the maximum payments
prescribad by the United States Department of Agriculture. Such payments are detarmined by multiplying the appropriate rate by
the total number of schodl lunshes, school breakfasis or one-half pints of special milk served to the appropriate categories of

eligible children (free, reduced price or fully paid).

In approving Applications from eligible schools or institufions, in assigning reimbursement rates and in approving payment of
monthly Claims for Reimbursement, the Department requires compliance with the following conditions:

A. The Sponscr has on file with the Department an approved and current Sponsor's Agreement for the Schoal Lunch, Schosl
Breaxfast and/or Spedial Milk Program;

B. The Spensor has on file with the Department an approved and current Palicy Statement for the Provision of Free and Reduced
Price School Meals and Free Milk;

C. A Sponsor (or School) which operates its food service pragram on contract with a food service management company remains
responsible for assuring that the Programs are in compliance with the Sponser's Agreement;

D. To the extent of funds available, and upon submission of an aczurate Claim for Reimbursement the Department raimburses
the Speonsor on behaif of the Scheol for meals or miik served in accordance with the terms of this Memerandum of
Understanding in any fiscal year during which this Memorandum and the Sponsor's Agreement are in effect. If meals cr milk
are served by the School during parts of fwe fiscal years, the Department's agreemeni to reimburse the Sponsor is conditional
upeon appropration by Congress of funds in sufficient amounts for the specific meal or milk service during such second fiscal

year.

E. Nolsgal llability on the part of the Department for the payment of any monay shall arise until such appropriaticns have baen
provided by the United States Department of Agriculture.

F. The Department will hdnar Claims for Reimbursement that are submitted by the Spenser on forms provided by the Department
within 60 days following the last day of the month covered by the Claim. Claims not filed within 80 days will not be paid except
when the United Statgs Department of Agriculiure determines that late submission of the Claim was justifiatle.

G. The Sponsor conducts a non-profit foed and/or milk service and maintains records of income and asxpenditures in such a
manner as to reflect the non-profit status of the food/milk service,

H. The Sponsor makes availzhie for review ar audit appropriate documentation concarning program eligibility, licensure with the
required State Agencies and documentation of tuition, fees and meal/milk charges to the Child,
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A,

in administering the varicus scheol nutrition programs; in assigning meali reimbursement rates t0 schools/sites; and in compiling
and approving payment of monthly Claims for Reimbursement, the Spensor requires compliance with the following conditions:

The Scheool conducts a non-profit meal or milk service and maintains records of income and expenditures tc reflect the
nen-profit status of the service.

All income accruing fc the school food service program in any Schocl participating in the Programs under the National Schocol
Lunch Act and the Child Nutrition Act is used by the Sponsor and by the School only for Program purposes, provided that such
income shall not be used fo purchase land or to acquire or to construct buildings.

The Spoensor and/or the School shall [imit operating balances for the scheel nutrition programs to levels consistent with program
needs. All excess funds shall be utilized to: reduce tha price of meals or milk to the child; improve the guality of meals; and

upgrade equipment, as approved by the Sponsor and/or Department,

No food, other than the scheoel meal or milk is served in the dining area at the time of meal service. Meals or mik shall not be
denied any child for disciplinary purposes. No student shall be discriminated against by service of meais or milk that are

different from those offered to othar children.

Except for food service personne!, payments for all adult breakfasts, lunches and mikk are made. Adult and student meal and
milk prices are approved annually by the Department,

The School and Sponsor operate the Scheol Lunch, School Breakfast and Special Milk Pregram in compliance with all pelicies
sef forth in the West Virginia Depariment of Education Policies of Operation Manual.

The School complies in all respects with a condition set forth in the Sponsor's current Paoiicy Statement for Provisions of Free
ard Reduced Price Meals and Free Milk. School lunches and/or school breakfasts or special mitk are offered to all children
attending a participafing scheo! and are served without cost or at reduced cost to all ¢hildren with approved applications on

file for free or reduced price benefits.

The Spoenscr and Schoo! maintain for a period of three years after the end of the fiscal year to which these pertain, all racords
and reports related to program cperation, including Applications and Agreements, Pclicy Statements for the Provision of free
and Reduced Price Meals and Free Milk, Student Applications for Free/Reduced Price Meals or Free Mik, records of
verification of eligibility, daily participation recerds, Claims for Reimbursement, Mea! Production Records, [nventory Records,
invoices, bills, receipts, purchase orders, bid requests, bid award documentation, bank statements and ledger sheets,

All records reiated to program operation are made available to the Sponsor, Depariment, United States Department of
Agricutture and to State Auditors for review anc/or eudit at any reasonable piace andg time.

in the operaticn of all child nutrition programs, the Schocl agress to comply with Title V! of the Civil Rights Act of 1884, Title IX
of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 and the Age Discrimination Act of 1875
Compliance is consisfent with the cbjective that no persen in the United States shall, on the ground of race, coler, national
origin, age, gender or disability be excluded from participation in, be denied the benefits of or be otherwise subject to
diserimination. If you believe you have been discriminated against because of race, color, national origin, age, gender or
disability, write to the Administrator, Food and Consumer Service, USDA, Park Center Drive, Alexandria, Virginia 22302,

3. In the operation of the schaol food service programs, the Scheal or Institution agrees to follow the policies concerning food
service as sat forth in United States Department of Agriculture Meal Pattern Guideiines and include as part of each sponscr's

annual Agreement.

Adequate facilities shail be maintained for storing, preparing and serving food and milk. Sanitation, health and safety standards
shail conform with all state and local standards, inciuding an adequate and safe supply of water and sanitary disposal of ail water

and refuse,

5. The Scheol shall furnish adeguate facilities and equipment so that the chiidren may eat their meals in an accepted social manner.
Adequate and empathetic supervision shall be provided in the dining area.

WVDE 43-10-01 4/85 _
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8. This Agreement may be terminated upon 10 days written notice on the part of either party hereto and the Department and/or
Sponsor may terminate this agreement immediately upan receipt of evidence that the terms and conditions of this agreement or
of the application regulations and policies have not been fully camplied with by the School or Sponsor. The Department may make

adjustments in rates of reimbursement in accordance with the availability of funds or in order to comply with the provisions of the
. National School Lunch Act or the Child Nufriton Act. Notice of such adjustments shall be given in writing to the sponsor as far in

advance of the applicable date as is practicable.

Any deviaticn from this memorandum may mean just cause for the program to be terminated unless the situation may be remedied
at once. -

7. I CERTIFY THAT THE ABOVE MEMORANDUM HAS BEEN READ AND AGREED TO.

SIGNATURES
PRINCIPAL OR ADMINISTRATCOR DATE
COUNTY SUPERINTENDENT OR SPCNSORING AGENCY OFFICIAL DATE
STATE SUPERINTENDENT OF SCHOOLS DATE
4 Ca23erFORMS2
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SECTIONB
SCHOOL BREAKFAST
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BACKGROUND

School breakfasts provide a good start toward meeting a student's daily nutritional needs
of focd energy, protein, vitamins and minerals.

The value of this pregram is that it provides a breakfast to students who do not eat
breakfast at home. A student who has eaten breakfast is more alert and less fatigued, and
has a better chance of performing well in school. Many educators fee] there are fewer
discipline problems among students who start the day with a good breakfast.

The school breakfast is a meal whzch meets federal and state nutritional requirements and
is served to students at or near the beginning of the school day. Schocls may serve
breakfast for an extended period of time or at different times during the morning hours. In
secondary schools with continuous or multi-session service the serving/eating time can be
reduced by serving prepackaged or portioned menu items.

In an effort to improve the nutritional quality of the schooi breakfast, Congress directed the
United States Department of Agriculture tc revise the nutritional requirements and extend
the "offer versus serve” cpiion to school breakfasts (P.L. 99-591). To facilitate the
improvement, P.L. 100-435 mandaied an additicnal three cents for each breakfast served
under the program beginning July, 1988.

An amendment o the Code of West Virginia, effective July 10, 1981, requires each county

beoard of education to establish and operate school breakfast programs in accordance with
West Virginia Depariment of Education standards:

Article 18-5-37

"Beginning the school year of 1881-82 and continuing there-after, each county
board of education shall establish and operate a schoo! breakfast program under
which a nutritious breakfast shall be made available to all pupils enrolled in the
schools of the county in accord with standards cf the state depariment of
education.”
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SCHOOL BREAKFAST PROGRAM
MEAL REQUIREMENTS AND RECOMMENDATIONS

The USDA Breakfast requiremenis are designed to provide a simple framework for
planning nuiritious breakfasts. They also provide for menu flexibility that can include
student preferences or special food needs at the local level.

AGES 1 AGES 3, GRADES
FOOD COMPONENTS/ITEMS AND 2 4, &5 K-12
MILK (Fluid) - SRR S -
(As a beverage on cerea[ or both) 1/2 cup 3/4 cup 1/2 pint
ICE/FRUITNE BLE*
Fruit and/or vegetable: or Full-Strength:
Fruit Juice or Vegetable Juice 1/4 cup 1/2 cup 112 cup

Select one serving from each of the following components/items or two servings from one

componrent/item
BREAD/BREAD ALTERNATES™

One of the following or an equivalent combination:

e Bread (whole-grain or enriched) 1/2 slice 1/2 slice 1 slice
e Biscuit, roll, muffin or equal serving
of cornbread, ete. (whole-grain or 1/2 serving 1/2 serving 1 serving
enriched meal or flour) 1/4 cup 1/3 cup 3/4 cup
e Cereal (whole-grain cr enriched or or or or
fortified) 1/3 ounce 1/2 ounce 1 cunce
MEAT/MEAT ALTERNATES
One of the following or an equivalent combination:
e |ean meat, pouliry, or fish 1/2 ounce 1/2 ounce 1 ounce
e Cheese = 1/2 cunce 1/2 ounce 1 ounce
e lLargeEgg 1/2 1/2 1/2
¢ Peanuf Butier or other nut or seed
butiers - 1 Thsp 1 Thsp 2 Thsp
o Cocked dry beans and peas 2 Tbsp 2 Thsp 4 Thsp
e Nuis and/or Seeds (as listed
in program guidance)*™* 1/2 ounce 1/2 ounce 1 cunce

*  Recommeandad daily: A citrus juice or fruit or a fruit or vegetable that is a good source of vitamin C (See Menu Planning Guide

for School Foed Service, PA-1260).
=~ Faorserving sizes of bread alternates, see Food Buying Guide for Child Nutrition Programs, PA-1331 (1884, Revised May 1890).

~*  No more than one ounce of nuts and/or seeds may be served in any one meal,

Schools are encouraged to cffer larger portions of food items to meet the needs of clder
students.
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SUGAR CONTENT OF BREAKFAST ITEMS

All such menu items shall contain less than 40 percent sugar (in crystalline form or in
solution as syrup, both monosaccharides and disaccharides) and/or other sweetening
agents. The following foods are not recommended since they may contain a high
percentage of sugar: frosted or filled doughnuts, iced pastries and sweet rolls, frosted
toaster products.and most presweetenad cereals. Schools are encouraged to prepare
appropriate school-baked items.

It is the responsibility-of the Scheol Food Authority-(8FA) or school to obtain sugar content

statements which indicate percentage of total sweetening agents in questionable food and
beverage items.
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OFFER VERSUS SERVE
BREAKFAST

Beginning July 1, 1888, the "offer versus serve" provision was extended te the school
breakfast program. This provisicn is intended fo help reduce plate waste.

"Offer versus serve" for breakfast requires that four food domponents/items be offered
(made available), but allows students to choose three or four items.

The school breakfast must contain, at a minimum, four food components/items. Milk and
Fruit/Vegetable must. comprise two-components/items.. The third and fourth food
component/item requirements may be met by offering (a) two servings of bread or (b) two
servings of meat or {c) one of each. The amount of each component/item served must te
consistent with the minimum quantities specified in the Chart, School Breakfast Meal
Pattern, on Page B - 2.

(a)

1 serving + 1 serving + 2 servings

MILK FRUITVEGETABLE BREAD/BEREAD ALTERNATE
(b)

1 serving + - 1serving + 2 servings

MILK FRUITVEGETABLE MEAT/MEAT ALTERNATE
(c)

1 serving + 1 serving + 1 serving + 1 serving
MILK FRUIT/VEGETABLE BREAD/BREAD MEAT/MEAT
ALTERNATE ALTERNATE

West Virginia Board of Educaticn Policy 4321.1, Standards for School Nutrition
recommends lower fat milk choices and whole grain bread/bread alternate. A serving of
low-fat, low-salt meat/meat alternate choice is also recommended daily.

To carry out "cffer versus serve", students may refuse one food item from the required
components/items. Students decide which item will be refused. A student's decision to
decline a food item shall not affect the charge for breakfast.

The school food authority has the option of implementing "offer versus serve" for breakfast,

either on a schocel by schocel or county basis. In schocls not implementing "offer versus
serve", a student must take full portions of all four food items offered for breakfast.
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A LA CARTE

To encourage students to develop good eating habits and o provide for the nuiritional
needs of all students in attendance, sales of ceriain specific ifems of food may be made
in the dining area at the same time as the breakfast service. With the approval of the
School Food Authority (SFA), schools are authorized to sell, as separately priced menu
items, the specific fcod and beverage items listed below:

full strength (100%) fruit or vegetable juice;

fresh fruit,-suctr ag-apples or-bananas; -

milk; ' )

bread items prepared from whele-grain or enriched flour, including toast, biscuits,
muffins, English muffins, quick breads, bagels, rolls, or whole-grain enriched or fortified
cereal;, andfor

e meat/meat alternaies such as lean meat, poultry, fish, cheese, egg, peanut butter or
other nut or seed buiters, cooked dry beans or peas nuts.”

*No more than one ounce of nuts and/or seeds may be served in any one meal.

The funds received from the sale of ali a la carte breakfast foods and beverages shall
accrue to the school's child nutrition account.
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DIETARY EXCEPTIONS

United States Department of Agriculiure regulations 7 CFR-220.8(f) require that schools
shall make substitutions in foods for students with a disability. A child with a disability, as
defined in 7 CFR Part 15b, is one who has "...a physical or mental impairmeni which
substantially limits one or mere majer life activities..." Major life activities include the diet.
Schools may make substitutions for students with special needs who are unable to
consume the regular breakfast because of medical or other special dietary needs.

Substitutions shall be made on a case-by-case basis only when supported by a statement
of the need for substitutions that include recommended alternate foods unless otherwise
exempted by Food and Nutrition Service (FNS). Such statements shall, in the case of a
student with a disability, be signed by a physician or, in the case of a student with special
needs, by a recognized medical authority. The statement must be maintained on file in the
school and available for audit. Exhibits of Proto-type letters that may serve for these
medical statements can be found in Secticn J of the manual.

Regulations allow for certain other variations in the food components of the basic meal
requirements on an experimental or continuing basis in schools where there is specific
avidence that such variations are nutriticnally sound and are necessary fo meet ethnic,
religious, economic or physical needs. However, these exceptions must be granted by the
Food and Nutrition Service, USDA, Washington, D.C.

Any deviation from the required meal pattern other than those described above must be

approved in writing by the West Virginia Department of Education (WVDE) or a WVDE
Cocrdinatcr.

0134t POOMAICD) . B-6




REIMBURSABLE BREAKFASTS

[n order for a breakfast to be considered a reimbursable meal, 1) the four required feod
items must be offered to all students and 2) the serving sizes offered must be consistent
with the minimum guantities identified on page B - 2. Additionally, students must select a
minimum of three of four items, if offer versus serve is practiced or all four if offer versus
sarve is not practiced.

Reimbursement for only one breakfast per day may be claimed for a student who is:

e enrolled in the educational program of the Scheol Food Authority (SFA),

e in aftendance ati the time of meal service; and

e claimed by eligibility category established by currently approved free or reduced
meal application.

Second breakfasts consumed by students must be converted to non-reimbursable [unches
using the formula, one breakfast equals three-fourths of a lunch. At the end of each
menth, multiply the total number of second breakfasts served by .75 and record this figure
in column 11 on Form WVDE 43-10-308S [G - 30.1].

Returned unopened milk, juice, or other foods served to children may not be served as a
part of another reimbursable meal.
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SEVERE NEED RATES OF REIMBURSEMENT

A school will be eligible for severe need reimbursement rates for school breakfast only if
the school served 40 percent or more of its lunches free or at a reduced price during the
second preceding year.

Any eligible schoo! must annually complete and submit an applicaticn for severe need
breakfast classification [B - 30.1] to the Office of Child Nutrition of the West Virginia
Department of Education (WVDE) for approval.

United States Department of Agriculture (USDA) regulations require that schools receiving
the severe need rate for breakfast reimbursement must document School Foed Authorities
(SFA) costs that equal or exceed the total breakfast reimbursement or repayment of severe
needs monies not utilized must be made.
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PRODUCTION RECORDS

Completion of production records for breakfast is required in child nutrition programs in
West Virginia. Bocklets containing these record sheets [B - 30.2] will be furnished by the
West Virginia Depariment of Education (WVDE) and, after completion, will be kept on file
in the school child nutrition department for three years plus the current year.

A preduction record documents the menu and the quantities of foods served. Therefore,
it is an excellent management tool. A production record should contain the following basic
information: '

menu;
serving size planned,;

guantity/number of food/food items prepared;

number and size container (#10 can, pounds, count, etc.);
guantity of food left over,

disposal of leftovers;

number students not yet served when food supply ran out;
number of meals served by category (children and adults);
date and day of the week; and

name of person cocmpleting report.

When production records are used to full advantage in child nutrition programs, food
production costs and food waste are kept fo a minimum. Advantages of using production
records in specific schocl programs are:

¢ in single choice situations, production records help forecast the amount of food to
prepare; and

e when choices of menus or menu items are offered, production records help forecast
the number of servings o prepare for each menu item thus reducing the possibility
of running out of a choice.
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BUS SCHEDULE

The school and fransportation schedules must provide time for school breakfast prior to the
start of the student's instructional day.

A minimum of ten minutes eating time (after going through the serving line) is to be
provided for students eating school breakiast.
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WAIVER

If, at the beginning of the school year, a particular school finds it impossible to operate a
school breakfast program, the school shall notify the School Food Authority (SFA) of its
intention to request a waiver from the state superintendent of schools.

Adicle 18-5-37 _

"A particular school, which because of compeliing circumstances is not able to
provide a salisfactory school breakfast pregram may apply to the state
superintendent of schools for a waiver. Upon-application, the state superintendent
of schools shall give notice and the opportunity to be heard to the parents and the
school and shall review the specific reasons for the waiver request and if the state
superintendent determines that a particular school, because of compelling
circumstances, isnot aple to provide a satisfactory school breakfast program, it may
be granted a waiver, not to exceed two years except upon reapplication.”

If, after review of the request, the county superintendent concurs that the school has
compelling circumstances which prevent the operation of the school breakfast program,
the request for the waiver shall be approved by ihe county superintendent.

Each request for a waiver due to compelling circumstances shall be submitted in writing
by the county superintendent and tha county board to the staie superintendent of schools.
The reguest shall set forth the circumstances leading to the waiver request and shall be
accompanied by appropriate documentation, together with a proposed date and location
for the requirad hearing.

Each request for a waiver shall be reviewed by the West Virginia Department of Education
(WVDE). Public announcement of the daies and places for the hearings shall be made by
the state superintendent of schools. The required hearing shall be conducted by local
school officials. Roll ¢call and minutes of the proceedings shall be taken and a summary
of the minutes shall be transmitted to the WVDE.

The state superintendent of schools shall notify the county superintendent of schools in
writing concerning the approval er denial of the waiver request. Notification shall be given
within 15 working days after the receipt of the record of the putlic hearing. The notification
shall state whether the duration of the waiver approval is for one or two years.

The state superintendent shall annually report to the West Virginia Legislature on the first

day of the regular session the schools exempt for that school term under the waiver
provision and shall state the reasons for such exemptions.
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TERMINATION PROVISION

If at any time, all United States Department of Agriculture (USDA) appropriations to the
West Virginia Department of Education (WVDE) for the school breakfast program are
terminated, School Food Authorities (SFA) are authorized but not required te continue the

operation of the scheol breakfast program.
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

CRITERIA FOR DETERMINATION
OF
SEVERE NEED SCHOOLS OR INSTITUTIONS
SCHOOL BREAKFAST PROGRAM

Name and ARddress of Sponsor: Name and Address of School or Institution:
New Breakfast Program - Existing Breakfast Program
Breakfast Program will begin ___ ] __and end
1. Percent of Needy Lunches Served a. Data From School Year
A school may qualify if 40% or b, Number Lunches Served
more of the school lunches Free & Reduced Price
served to students in the second
preceeding year were served free c. Tectal No. Lunches Served
or at reduced price. ) T
d. Percent Needy Lunches %
AND
2. Unusual Costs Per Meal a. Estimated higher costs
based on previous vear #/meal
Schools must document costs . b. HNeed for additional
which exceed. the normal breakfast labor or supervision . /day
program reimbursement despite €. Unigue or additional
good management. delivery costs __/day
(Identify cause) d. WNeed for new egquipment
or special supplies $
e. Need for special menus
or foods {(Specify)
Signature —_— . _ Date
Title _ - . _
Approved . Date

REVISED 1985 —

0272g
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COUNTY .

DAILY MEAL COST WORKSHEET
(Use Cne Sheet Per Day)

SCHCOL

DATE

NUMBER BREAKFASTS SERVED

(Include 2adults)

{1 (2) (3) (4) (3)
, Unit Unite Price Total Cost
4 s a
Majer Items Used (lks., Used Per of Items
#10 Unit (Cel. 3 X
. . 1.
FOOD - etc.) Col. 4)
SUPPLIES:
MILK:

t

Total cost of food, milk and supplies used for breakfast

(Add column 5)

Emplovee's Name

Program Distribution of Labor Cost

Breakfast Lunch

Total

Hours| Salary| Hours!Salary

Hours%Salary

——
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NUMEER LUNCHES SERVED
(Include Adults)

{1} {2) {3) {4) (5}
, Unit Units Price Total Cost
Major Items Used (1bs., Used Per of Items
¥1l0 Unit {Col. 3 X
. . Col.
FOOD etc.) 4
SUFFPLIES - . {
MILK




Meal Production Records

Lunch oniy: Left-overs:
Po you practice offer vs. serva? Yes__ No__ S-seconds W-waste  F-freezer  R-refrigerator
Sgrv. Leftovers Meat/Meat Amt. | Size
Day Cate - Manus Size Amt. | Disp. Alternate Used| Cont.
Breakfast - Lunch
Planned
Age/Grp. Servad
Group 3
Group 4
Group &
Adults
Total
Oay _____Date__ ___
Breakfast - Lunch
Plannedg
AQe/Grp. Served
Group 3
Group 4
Group$
Aduits
Total
Day Date
Breakfast - Lunch
—_ Planned
Age/Grp. Served
Group 3
Group 4
Group 5
Adults
Tota!
Day Date
Breakfast - Lunch
Planned
Age/Grp. Servad
Group 3
Group 4
Group 5
Adults
Total
Day Date
Breakfast - Lunch
Flanned
Age/Grp. Served
Group 3
Group 4
Group 5
Adults
Total

B - 30.2




Completed by

tncdicatle amount of food used and containersize,

Vegelable/Frult

Amt.
Used

Size
Cont.

Bread/
Bread Alt,

Amt.
Used

Size
Cont.

Other Foods

Amt.
Used

Si‘ze
Cont.

Remarks

Milk

With meals

Sold extra

Milk

With meals

Sold extra

Milk

With meals

Sold extra

Milk

With meals

Sold extra

Milk

With meal$ ———————

Sold extra

B - 30.2a




PRODUCTION WORKSHEET

Left-overs:

S-seconds W-wasle

F-froezer

R-relrigerator

Lunch only:

Do you practice offer vs serve? ___Yes___ No

Day Date Indicate number and size contsiners of tood usad. Completed by
Serv.] Left-over Amt. {Size Fruits/ Amt. |Size Bread Amt. | Remarks
Broakfast Menu Size | Amt. | Disp. Meal/MA Used |Cont| Vegetables |Used|Cont Used
Planned
Age/Grp. Served
Children Milk:
Adults Served
Totn! Sold Extra____|]
Lunch
Panned
Age/Grp. Served
Adults Milk:
Total Served________|

Sotd Extra___|

Alternate Lunch
Supper - Snack

Planned
Age/Grp. Served

il

Adults
Tota}

lik:
Served

Sold extra

B - 30.2h



PRODUCTION WORKSHEET Left-overs; Lunch only;
S-seconds  W-wasale F-freezer  R-refrigacator Do you practica ofter vs serve?___Yes — No
Day Date Indicate number and size contalness of food used, Completed by
Serv. ] Left-over Aml [Size Frulis/ Ami |Size Bread [Amt. ema
Bresklast Menu Size ) Amt. | Disp. Meat/MA Used [Cont] Vegetiables |Used[Cont Used R rhs
Planned
Age/Grp. Sarved
Children Mk
Adults Served
Total Sold Extra ____|
Lunch
Plannad
Age/Grp. Served
Adults Milk:
Tolal Served
Sold Extra____|
Alternale Lunch
Supper - Snack
Planned " o
Age/Grp. Served
LI
__ Adults Sarved
e Tolal Sold extra____]




mw IRLFLLY)

oV uondg voneyuatuaidiuy youn-y, wr pagyroads se sjuapngs Funeioe] pue juvudord 10] $pooy [ruOmppe ambay

¥ %k
(17 295) ussoyd aq Avw uondq) yorug .
Vasn wody [eaoadde 1owxd satnbayg N

SO
1BS-MO] PUL JEJ-MO] IFRIN0OUD  »

popUoII0901 FrAss | PApUDUIIINIAL FUIAIDS | PapUAUeAT TUIATSS | HLVNRAALTY LYWL VAW
UJO $O1OLILA UIe1d ojoyMm Jajjo «
sTuiazes g 1o | SBIATOS 7 10 | STUIAIOS 7 10 | ALY NALLTY AVAI/AVIRIL

ANO WOMA SONIAUAS OM.L A0 SININOJAOD ONIMOTIOA THL A0 HOVE WO DNIAHES HNO ASOOHD AVIN

) unueaA Jo
901008 POOJ B ST e} [qriabon
To doml gy e £jep o .

dno g/1 dno g1 dno /1 ©s I TAVIADTALLINIL

JejIa g epRINg

SS3] 10 947 YIta I [uo J93J0 e | §SOY 10 047 Y I £uo 105jo . SADTOLO JuJ IIMO] JALj() o

70°g 8 20 8 207§ TN
ZI-Y] Sopran) 71-3] soprean) 1Y sapear)
S66T A9 ITT MALL #xxP 66T AQ IT UALL 66T AQ T UALL INANOJNOD
|

NOLL&O NOLLV INAWIA TINT LS VAN VIUY £F NOLL)IS

SWLLI0L] WONLYNYN [00YS A0) SPIEPUR)S WO
uorreanpyf yo yusunaeda(r ermdaip 15947

B - 30.3



SECTIONC
SCHOOL LUNCH
Background .. L. e e e C-1
Meal Requirements and Recommendations .. . ... .. .. ... ... ... .. ... c-2
Food Quantities - . ... o i e, C-3
Meat or Meat Alte'rnat'elCohmpdnénlt . .. ........... C-5
Vegetable/Fruit Component ....... .. ... . . C-86
Bread/Bread Alternate Component . ... .. e c-7
Milk ComponREnt ... e e e e C-8
Product Analysis Sheetand CNLabels . ....... ... .. ... . . . ... .. C-¢
Offer Versus Serve . ........ P C-10
Kindergarmten SnacKks . ...ttt ittt et e e e C-1
A LA CaME . i e e C-12
Dietary EXCOpHONSs . . oo e C-13
Reimbursable Lunches . .. ... .. i s C-14
Higher ReimbursementRates ........... ... ... .. ... ... ... ... C-15

Production Records . . . o e C-16




BACKGROUND

The nutritional goal for school lunches is to provide approximately one-third of the
Recommended Dietary Allowances (RDA} as specified by the National Research
Council/Nationai Academy of Sciences. It is not expected that each lunch each day will
provide one-third of the RDA for all nutrients. However, when averaged over a period of
time and when a wide variety of foods are served, the goal will be met.

In developing the United States Department of Agriculture (USDA) meal requirements,
amounts of food energy {caleries) and. nutrients-for adequate food composition data were
considered. Additionally, since the meal requirements allow for a variety of foods, it is
assumed that other nutrients for which no RDA have been established or for which
inadequate food composition data are available will also be supplied.

0138terPOCMI(CC) j— C - 1




MEAL REQUIREMENTS AND RECOMMENDATIONS

The United States Department of Agricuiture (USDA) lunch regquirements are designed to
provide a simple and easy-to-follow framework for planning nutritious and well-balanced
lunches. They provide for broad food choices that can include local food preferences,
cultural, ethnic and religious food practices.

The USDA meal requirements are specific to the kinds and amcunts of food for each of the
four food componenis. However, a minimum of five food items must be served, as shown
below:

Components: Food Items:
1. Meat/Meat Alternate 1. Meat/Meat Aliernate
2. Vegetable/Fruit 2. Vegetable/Fruit
3. Bread/Bread Alternate 3. Vegetable/Fruit
4. Milk 4. Bread/Bread Alternate
-5 Milk

Other foods may be added as needed to complete the lunch and will provide additional
food energy (calories) and other nutrients. These foods are served in addition {o foods
which meet the component requirements of a reimbursable lunch. They do not ceniribute
to the USDA meal pattern reguirements.

Additional menu items should always contain less than 40 percent sugar (in crystalline form
or in solution as syrup, both monosaccharides and disaccharides) and/or other sweetening
agenis. (Paged - 13-14.)

Schools are encouraged tc serve scheol-baked items from recipes using limited amounts
of sugar. It is the responsibility of the School Food Authority (SFA) or school to cbtain
sugar content statements which indicate percentage of total sweetening agents in
guestionable food and beverage items.

In addition ic the USDA requirements and recommendations, the West Virginia State
Board of Education has adopted school meal standards that implement the concepts cf the
Dietary Guidelines for Americans. Policy 4321.1 Standards for School Nutrition specifies
nutrient and food standards [J - 30.1]. School Food Authorities must select and plan
menus according to either Option A (nutrient analysis) or Option B (modified meal pattern).

The policy also addresses the nutrient needs of the pregnant and lactating student by
requiring additional foods be provided to said students so that breakfast and lunch together
or in combination with a snack, provide:

e a total of 5 oz. of protein foods, 1 oz. of which shall be 1 0z. cheese, 1 cup yogurt or 8
oz. fluid milk;

e 3 servings from the grain group, preferably from whole grains;

e 1-1/4 cups from the fruit and vegetable group; and

e 16 cz. frcm milk group.

In these additional foods, the foliowing option shall be allowed:

e 1 cup of fruit in place of one serving of the grain group once a week.
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FOOD QUANTITIES

A school lunch must contain quantities of each of the focd compenents, as specified by the
National School Lunch Pregram regulations. The following chart specifies United States
Department of Agriculture (USDA) quantities by age/grade group, modified to reflect West
Virginia standards.

WEST VIRGINIA RECOM-
MODIFIED MINIMUM QUANTITIES MENDED
MEAL PATTERN QUANTITIES
PRESCHOOL PRESCHGCOL GRADES -3 GRADES 412 | GRADES7-12
Ages 1-2 Agey 4. Ages 5-8 Age 9 & over age 12 & over
(Greup 1) {Group i1} (Graup 1D {Group IV} {Group V)
MEAT OR A serving of sne of the following
MEAT or 2 combinaticn to give an
ALTERNATE equivalent quantty:
emphasize Lean meat, poultry, or fish 1oz 1120z 1120z 2oz 3oz
lean and lower (edible porticn as served)
sadium
cholces Cheese 1oz 1120z 1120z 2oz 3oz
*serve dried Large egg(s) 12 34 a4 1 112
beans, dried
peasflentis Peanut butier 2 Tbep 3 Tbsp 3 Tbsp 4 Tbsp & Tosp
once a week
Nuts or seeds 1/2 0z = 50% 340z =850% 4 oz = 30% 1oz =50% 11/2 02 =50%
Cocked dry beans of peas 174 eup 38 cup 38 cup 1/2 cup 34 cup
~a minirmum of 1/2 cup
servingiweek must be cooked
dried beans/dried peas or lantils
VEGETABLE Must serve at least hwo different 1/2 cup 1/2 cup 1elp 114 cups 11/4 cups
AND/QR foods _
FRUIT *at least 174 atleast 1/4 at least 1/4
cup fresh 5 cup frash 5 eup fresh 5
*offer fresh times per fimes per times per
produce week WERK week
whenever
possible
BREAD CR Servings of bread or bread 5 parweek 8 per week 10 per week 12 per week 12 per week
BREAD alterate. 1.53a day 1.5aday 1.5 aday
ALTERNATE
A serving is
*emphasize * 1 slice of whole-grain ¢¢
whele gramn enriched bread *a minimum of a minimurn of a minimum of
products » A whole-grain of enriched £ servings a 5 servings a 5 senings a
biscuit, rell, muffin, €t WEBK MUS! week must week must
w 1/2 cUp of cocked whale- contain at contain at contain at
grain or enriched rice, least 33% least 33% least 33%
macaronl, ncodles, whole- whelg grain whale grain whaole grain
grains such as bulgur or
cormn grits
e A combinaton of any of
the above
MILK A serving of fluld milk 3/4 cup 3/4 cup 112 pint 1/2 pint 1/2 pint
& flcz) 16 fi oz) 8 1oz} (8 floz} {8floz)
affer low fat
chpices
WATER Encourage adequate water Offer watsr Offar water Ofter water Qffer water Offer water
cansumption
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Note that Groups | through IV are minimum requirements, but the quantities specified in
Group V are recommendations. Schocls are encouraged, not required, to vary portion
sizes to better meet the food and nutritional needs of students by age. if a school chooses
not to vary portion sizes, it is important to ensure that the oldest group of students being
served is receiving the minimum reguirements for that age group. In other words, for a
given age group of students, more than the minimum quantity may be served, but not less.

The quantities specified in Group V for students age 12 and over are recommendations,
not requirements, and the minimum requirements for that group are the quantities specified
in Group 1V for students age 9 and over.
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MEAT/MEAT ALTERNATE COMPONENT

West Virginia Modified Meal Pattern (Option B)

Minimum Quantities for students, grades K-12:

One of the following or a Grades K-3 Grades 4-12 Grades 7-12
combination to give an ages 5-8 age 9 and over  age 12and over
equivaleni qguantity: (Group II) (Greup V) (Group V)
Lean meat, poultry; orfish. - - . - +1/2.0Z - 2ez. - 3 oz.
Cheese 11/2 oz. 2 0zZ. 3 oz.

Large eggs o 3/4 1 1172
Peanut butter or soynut butter 3 Thsp. 4 Tbsp. - 8 Tbsp.

or ather nut or seed butters

Peanuts or soynuts or 340z = 10z. = 11/2 0z =
free nuts or seeds 50% 50% 50%
Cooked dry beans or peas” 3/8 cup 1/2 cup 3/4 cup

“West Virginia modified meal paftemn (Option B) emphasizes lowfat, low sodium, high fiber
foods by requiring that dried beans, dried peas or lentils be served as a meat/meat
alternate at least once a week.

The meat/meat alternate must be served in the main dish cr the main dish and one other
menu iiem. This means that two menu items are the maximum number which may be
used to meet the meat/meat alternate requirement.

Textured vegetable protein products, cheese alternate products, and enriched macaroni
with fortified protein may be used tc meet part of the meat/meat alternate requirement.
Fact sheets on each of these alternate foods give detailed instructions for use.

No more than 50% of the meat/meat alternate requirement shall be met with nuts or seeds.
Nuts or seeds shall be combined with another meat/meat alternate to fulfill the requirement.

If the required serving for a meat alternate seems oo large for a particular age group being
served, a smaller portion should be served to meet part of the requirement while combined
with another meat or meat alternate io mest the fuli requirement.

It is recommended that schools offer students a choice of meat/meat alternate each day
or that a particular meat alternate or form of meat (ground, diced, pieces, etc.) not be
served more than three times in a single weexk.

Further information on the meat/meat alternate component is found in the United States
Depariment of Agriculture (USDA) Menu Planning Guide, pages 12-14.

D135:EHPOOMLSY) — - - C-5




VEGETABLE/FRUIT COMPONENT

West Virginia Modified Meal Pattern {Option B)

Minimum quaniities for students, grades K-12:

Grades K-3 Grades 4-12

ages 5-8 age 9 and over
(Group 1 {Group 1V)
Two or more servings of vegetables or
fruits or both to tctal 1cup 1 1/4 cups

West Virginia modified meal patiern (Option B) and nutrient standard (Option A) requires
that fresh fruits and vegetables be offered in quantities of at least 1/4 cup 5 times per
week.

The required servings must consist of two or more fruits or vegetables. Menu items such
as fruit cocktail and mixed vegetables are counted as one item. Chef's salad or a fruit plate
with cottage cheese are considered as two or more servings and will meet the full
requirement if being served as the entreé.

[n order for juice to meet the fruit/vegetable requirement, af least 100% full strength juice
must be used tc equal cnly one-half the requirement or 3/8 cup. If 50% juice is used, the
ameunt must be doubled {one cup) {o equal the 3/8 cup.

Cooked dry beans or peas may be used to meet the meat/meat alternate requirement or
the vegetable/fruit requirementi, but not both in the same meal.

Include & vegetable or fruit rich in vitamin A at least twice a week and a vegetable or fruit
rich in vitamin C at least fwo or three times a week. Refer to the United States Department
of Agriculture (USDA) Menu Planning Guide for suggestions.
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BEREAD/BREAD ALTERNATE COMPONENT

West Virginia Modified Meal Pattern (Option B)

Grades K-3 Grades 4-12 Grades 7-12

ages 5-8 . age 8 and over age 12 and over

(Group i) (Group V) (Group V)
Servings of bread or bread 1.5/day or 1.5/day or 1.5/day or
alternate - . 10/week 12/week 12/week

Offerings should include at least 5 servings a week that contain 33% whole grains.

A serving is: , 7

e one slice of whole-grain or enriched bread;

e 2 biscuit, roll, muffin, etc., whole-grain or enriched;

e 1/2 cup of cooked whole-grain or enriched rice;

e 1/2 cup of macaroni, noodles, other whole-grain or enriched pasta
products, or other cereal grains such as bulgur or corn grits; or

a combination of any of the above.

Only bread/bread alternates that are served as an accompaniment to the main dish may
be used to meet the bread requirement. Dessert and snack-type foods, such as cakes,
cookies, dessert pie crust, hard thin pretzels and corn chips may not be counted to maet
the bread requirement because they do not accompany any known main dish.

Enriched macaroni products with fortified protein may be used to meet a part of the
meat/meat alternate requirement or io meet the bread/bread alternaie requirement, but not
both in the same meal.

Whole grain refers to producis that contain the entire grain, or all the grain that is edible.
They include the bran and germ portions which contain most of the fiber, vitamins and
minerals, as well as the starchy endosperm. Examples of whole grains may inciude whole
wheat, cracked wheat, bulgur, caimeal, and whele cornmeal.

Refer to the United States Department of Agriculture (USDA) Eood Buying Guide for Child
Nutrition Programs {1880), Bread and Bread Alternaies Section, for weights of servings
and a detailed list of breads and bread alternates.
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MILK COMPONENT

West Virginia Modified Meal Pattern {Option B)

Minimum quantities for students, grades K-12:

Grades K-3 Grades 4-12 Grades 7-12

ages 5-8 age 9 and over agei2andover

(Group 1I1) (Group V) (Group V)
Fluid Milk 1/2 pint 1/2 pint 1/2 pint

(81l. 0z.) (8 fl. oz.) (81l oz.)

Both whole milk and unflavored lowfat milk are required*. The whole milk may be flavored
or unflavored. The unflavered fluid lowfat milk may be 2% or less butterfat, skim milk or
buttermilk. Skim milk cannot be the cnly source of lowfat milk available.

" This requirement does not prohibit offering other milks, such as whole flavored milk or
flavored lowfat milk, along with two or more of the above.

*In the event that a particular type of milk represents less than cne percent of the total
amount of milk consumed in the previous year, schools may elect not to make this type of
milk available. .Documentation such as purchase orders and inventory records are
required to substantiate such action and should be kept on file at the school or Schooi
Foocd Autherity (SFA).

Mitk must be offered as a beverage fer lunch.

Milkshakes containing 1/2 pint of fluid milk meeting state or local standards for fluid milk
may be served as a choice to meet the milk requirement.

Further information cn the milk component is found in the United States Department of
Agricuiture (USDA) Menu Planning Guide, page 18.
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PRODUCT ANALYSIS SHEETS AND CHILD NUTRITION LABELS

When commercially prepared food items, especially breaded, frozen, proiein items, are
purchased for use in the school [unch program, a product analysis sheet or Child Nutrition
(CN) label must be on file in the school kitchen. For example, in the case of pizza, the
product analysis sheet should specify the exact amount of meat and cheese per portion.
A CN label on commercially prepared individual portions ciearly identifies the contribution
of a product toward the meal pattern requirement. [C - 30.1] If this information is not
available, the prepared item may not be counted fo meet the component requirements
since the item's contribution o the meal pattern.is unknown.

A CN label will always contain the following:
e The CN logo which is a distinct border.
e The meal pattern contribution siatement.
e A 6-digit product identificaticn number.

e United States Department of Agriculture/Focd and Nutrifion Service (USDA/FNS)
authorization.

® The month and year of approval.

SAMPLE LABEL STATEMENT

— CN

This 5.00 oz. -- Pizza with Ground Beef and
Vegetable Protein Product provides 2.00 oz.
equivalent meat/meat alternate, 1/2 cup

CN  serving of vegetable, and 1 1/2 servings of CN
bread aiternate for the Child Nutrition Meai
Pattern Requirement (Use of this logo and
statement authorized by the Food and
Nutrition Service, USDA (05-84.)

— CN
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OFFER VERSUS SERVE

"Offer vs serve" is defined as a serving method designed to reduce food waste and food
costs in the National Scheol Lunch Proegram without jeopardizing the nuiritional integrity
of the lunches served. It allows senicr high school students and, when approved by the
local School Food Authority (SFA), students in other grades to decline food they do not
intend fo eat. To be considered a reimbursable lunch under the "offer vs serve" provision,
the lunch selected must contain at least three of the five required food items specified in
the guantiity requirements.

Senior high schools are required to implement the offer versus serve provision for their
students. Senior high school students are students (1) of a high school grade level as
determined by state and local educational agencies and (2) enrolled in a senior high scheol
which is recognized as a part of the education system within a state.

The implementation of the cffer versus serve provision in junior high, middle and/or
elementary schools is left fo the discretion of local SFAs. In schools not implementing offer
vs serve a student must take the entire five food items lunch in the full portion offered.

- . C-10
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KINDERGARTEN SNACKS

Chiidren of kindergarten age can only manage small quantities of food at cne time. The
recommendation is to offer lunch at two serving periods which meets the iotal minimum
quantities. For example, at midmorning, juice and toast could be served. At lunch the
meat, vegetable, milk and/or dessert would then be served or offered.

This method will provide a snack for children in this age group. [f kindergarten children are
served in two service periods, the total food served must still meet minimum requirements.

West Virginia Policy 4321.1 Standards for School Nutrition allows the following as snack
options for meals. Schools may choose to allow adequate time for consumption of

increased volume of food by extending the meal period or by providing a snack under the
following stipulations:*

e The snack is offered as a separaie ifem atf breakfast or lunch for consumption later.
e The snack item may be a single serving of bread/bread alternate, fruit or vegetabie.

e If the snack option is chosen, school administrators and teachers should support this
effort by providing students with the time and opportunity to eat these snacks during the
day.

e Timing of the snack should be determined by individual schools choosing this option.

e The price cf the meals may not be increased solely as a result of choosing this option.
(Note: No federal reimbursements exist for snacks outside the lunch or breakfast
meals.)

e Schools choosing this snack option may elect to sell the same snack foods to students
who do not purchase a school meal.

*  Prior United States Department of Agriculture (USDA) approvai is required to provide
the fruit/vegetable snack option for lunch.
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A LA CARTE

A la carte meal service for students and/or adulis at [unch is prohibited. Meals must be
priced and served as units. The West Virginia Department of Education (WVDE) regulation
states that food items (sandwiches, breads cr any other menu items) may not be priced
and sold separately. Only fluid milk and milk shakes may be sold as a la carte for lunch.

Alternaiives to a la carte are:

e "Super Lunches”, those praviding larger-portions and/or extra food items, may be
offered to paying students at an additional cost. [If such meals are offered, students
who are eligible for free meals must be offered the same service as the paying
student at no cost and the students eligible for reduced price meals must be offered
the same service at no additional cost.

e Seccend meals can be sold and counted as non-reimbursable meals.

e Seconds can be provided.

C-12
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DIETARY EXCEPTIONS

Regulations allow for certain variations in the food components of the basic meal
requirements on an experimental or continuing basis in schools where there is specific
evidence that such variations are nufritionally sound and are necessary to meet ethnic,
religious, economic or physical needs. Howaver, these exceptions must be granted by the
Food and Nutrition Service, United States Department of Agriculture (USDA), Washington,
D.C.

Any deviation from the required meal pattern other than those described above must be
approved in writing by the West Virginia Department of Education (WVDE) or WVDE
Coordinator.

United States Department of Agriculiure (USDA) regulations (7 CFR-220.8(f) require that
schools shall make substitutions in foods for students with a disability. A child with a
disability, as defined in 7 CFR Part 15b, is one who has "...a physical or mental impairment
which substantially limits one or more major life activities..." Major life activities include the
diet, Schools may make substitutions for siudents with special needs who are unable to
consume the regular lunch because of medical or other special dietary needs.

Substitutions shall be made cn a case-by-case basis only when supported by a statement
of the need for substitutions that includes recormmended aliernate foods unless otherwise
excepted by Food and Nuirition Service (FNS). Such statements shall, in the case of a
student with a disability, be signed by a physician or, in the case of a special needs
student, by a recognized medical authority. The statement must be maintained on file in
the school and available for audit. The statement needs to be updated each school year.
Exhibits of Proto-type letters that may serve for these medical statements can be found in
Section J ¢f the manual.

0135t POOMI(CD) o - C -13




REIMBURSABLE LUNCHES

Lunches that meet United States Department of Agriculture (USDA) requirements are
eligible for reimbursement. Only one lunch per day may be claimed for a student who is:

e enrolled in the educational pregram of the School Food Authority (SFA),

e in attendance at the iime of meal service; and

e claimed by category established by currently approved free or reduced price meal
applications.

Second lunches consumed by students shouid be listed as non-reimbursable lunches and
recorded in column 11 on Form WVDE 43-10-308 [G - 30.1].

01353/ POOMICO} B B C - 14




HIGHER REIMBURSEMENT RATES

School Food Authorities (SFA) which served 60 percent or more free or reduced price
meals during the second preceding year are entitled to a higher rate of reimbursement.
These SFAs are named on the back of the page listing the current reimbursement rates

IG - 30.8].
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PRODUCTION RECORDS

Production records for lunch are required in every child nutrition program in West Virginia.
Booklets containing these production sheets as well as salad bar production sheets will be
furnished by the West Virginia Department of Education (WVDE). After completion, they
should be kept on file in the school's child nutrition department for three years plus the
current year,

A production record documents the menu and the quantities of foods served. Therefore,
it is an excellent management tool.. Basic.information- for a production record should
contain: -

menu (recipe number if one is used, brand name of preparaed entres);
serving size pianned;

quantity/number of food/food items prepared;

number and size container (#10 can, pounds, count, etc.);
quantity of food left over;

disposal of leftovers;

number students not yet served when focd supply ran out;
offer vs serve;

date and day of the week;

number of meals served by category (children and adults);
milk served with meals; and

name of person completing report.

When production records are successfully used, production costs and food waste are kept
to a minimum. Advantages of production records in specific school programs are:

in single choice situations, production recerds help forecast the amount of food to
prepare; -

when choices of menus or menu items ara offered, production records help forecast
the number of servings to prepare for each menu item thus reducing the possibility
of running out of a choice before all students are served;

salad bar production sheets are usaful when a large variety of vegetables are being
prepared daily.

D13EEHPOOMICD) | C-18




SECTIOND
DONATED FOODS

BackgroUNd ... e e D-1
Allocaticn of Domated Foods .. .. . o D-2
Procedure for Requesting Donated Foods .. .. ... .. . . . o ... D-3
lnventory.....H..........................;...'., .............. D-4
LossorDamageioDonated Foods . ... .. ... ... ... ... ... ... ... D-5
Commodity Procgssing . o« v oo vt e e e e e e D-6
Exhibits

ES-DF-02 (Agreement) ... ... ot i it e e s D - 30.1

Commodity Usage ForecastSheet . ... ... .. ... .. ... ... .. D-30.2

ES-DF-01 (Administraiive Review Repori) ........ ... .. .. ....... D-30.3

Report of Loss of Donated Foods ... ... ... .. i, D-304

Instructions Report of Loss of DonatedFoods ... ... ... .. .. ... ... D-30.4a

Guides For Summer Storage of Perishable Foods . ... ... ... ... ... D-30.5

Food Storage Temperaiure Chart ... ..o o o oL D-306

National Commodity Processing (NCP) System PostCard ........ .. D -30.7




BACKGROUND

Donated foods are agricultural commodities which the United States Department of
Agriculture (USDA) makes available to various food program cutlets including public and
private schools and summer camps.

The amount spent for denated focds is determined by the United States Congress and is
based on a certain money value per luncif served. Each state is notified of it's dollar

entittement based on the rate per meal.

In West Virginia, the West Virginia Department of Health and Human Resources is the
distribution agency for USDA donated foods. Each School Foed Authority (SFA) must sign
an agreement [D - 30.1] with the Distributing Agency (DA) in order to receive donated
foods. The agreement assures the West Virginia Depariment of Health and Human
Resources that donated foods will be distributed properly to scheols and upon receipt by
the schoals, the food will be properly stored, inventoried and utilized by child nuirition

programs. _
There are two types of USDA foods which are available:

1. those which are purchased by USDA for use in specific programs such as the chiid
nutrition program; and

2. those which are made available to schools and institutions as a result of price
support of agricultural commedities.

The three groups cof foods within the two types of USDA foods are:
1. Group A - fruits, meats and vegetables;
2. Group B - grains and oil products; and
3. Bonus items - Group A items offered that are not charged against entitlements.
There will be no Group B bonus items for school year 1895-96.

The SFA is billed for transportation and storage costs. This cost may be passed on o the
local school.
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ALLOCATION OF DONATED FOODS

Criteria that may be used in determining the quantity of United States Depariment of
Agriculture (USDA) donated foods to be allocated to each school are as follows:

the number of lunches served;

past rate of utilization of the food;

amount on hand from previous allocations;

relative economic need; and/or

availability of proper storage facilities. ... ... .. . . .
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PROCEDURE FOR REQUESTING DONATED FOODS

The School Food Authority (SFA) food service supervisor disiributes to individual schools
the West Virginia Depariment of Health and Human Resources cormmodity usage forecast
sheet which includes instructions for completion and a date to be returned to the SFA.

The commodity usage forecast sheet replaces the request form ES-DF-05 and is
completed once annualily during late winter or early spring.

Any United States Department of Agriculture (USDA) donated .food item {group "A" or

group "B") may be used for fraining (home economics classes, vocational food classes,
school food service training and Nutrition Education and Training (NET).

013TIPOOMA(CO) o D-3




INVENTORY

The West Virginia Department of Health and Human Resources requires that a perpetual
inventory be kept at each school for all United States Depariment of Agriculture (USDA)
donated focds. Donated foods inventcries shall not be removed from the premises. These
records must be current and available for review by an inspector from the Department of
Healih and Human Resources. Reviews by the Depariment of Health and Human
Resources are made annually with follow-up reviews on negative findings. [D - 30.3]
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LOSS OR DAMAGE TO DONATED FOODS

Loss or damage to United States Department of Agriculture (USDA) donated foods, from
any cause whatever, shali be reported immediately to the Department of Health and
Human Resources [D - 30.4 and D - 30.4a]. Full restitution shall be made to the
Department of Health and Human Resources for any loss or damage to donated foods
resulting from failure to provide facilities for proper care or frem any acts of negligence on
the part of the School Food Autherity (SFA) or local school.

Donated foods which are found to be damaged or cut of condition and.are determined unfit
for human consumption by federal, state or local heaith officers shall be disposed of only
in accordance with instructions received from the Department of Health and Human

Resources. -

Special care must be taken during the summer months and school vacations to ensure that
storage practices do not allow loss or damage of feods [D - 30.5].
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COMMODITY PROCESSING

Federal regulaticns permit State Distributing Agencies (SDAs) and/or Schocl Food
Authoerities (SFAs) to enter into agreement with commercial companies to process any of
the donated foods available. The SDA usually enters into a single siate agreement under
which all SFAs may participate. This eliminates the need for multiple SFA's to have
identical agreements with the same processor for the same products. The processcr bills
the SDA. The SDA then bilis the SFA.

The State Optional Contract (SQC) program makes. specified preducts available to states
for distribution to recipient agencies. The SOC program is a federally assisted program
wheareby the USDA enters into formal written federal-state agreements with state
distributing agencies to have commodities like butter or flour converted into finished end
products such as butter patties or flour mix. The USDA bills the SFA for the processing
cost. The SDA then bills the recipient agencies.

Currently USDA SOC contracts involved (a) butter patties; {b) charbroiled heef patiies;
(c) chicken nuggets; (d) chicken patties; and (e) coocked pork paities.
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Waest Virginia Donated Foods Program

AGREEMENT betwsen the West Virginia Department of Human Services (herein referred to as State
Distributing Agency) and its recipient agency for foods donated by the United States
Department of Agriculture.

The
NAME OF AGENCY _ ADDRESS
, a Recipient Agency hereby makes application for deonated foods and
County - agrees to the following terms and conditions.

The Recipient Agency Is:

____Operating a nonprofit agency serving
counties of West Virginia. Distribution to needy persons for househcld consumption may
be made only through agencies participating in the program established under the
Temporary Emergency Act of 1988.

___Operating a nonprofit federal income tax exempt soup kitchen providing meals on a regular
basis tc homeless persons. A total of meals were served during the most current
twelve (12) month reporting periocd from thru .

. Mo. Yr. Mo. Yr.
___Operating a nonpvof it school lunch program under the National School Lunch Program.
Average daily breakfast served ; average daily lunches served . Total
enrcollment .

____Operating a nonproflg Residential Child Care Center certified by the State Department of
Educaticon. Average daily breakfast served__ ; lunches served ; supper served. Teotal
enrollment .

Operating a Summer Feedlng Program for children certified by the State Department of

Education. Average dally breakfasts ; lunches served__ ; suppers served_ . Total
enrcllment . ’

Operating & feeding program for the Nutrition Program for the Elderly and certified by the
State Cemmission on Aging. Average meals served daily . Toktal enrollment .
Operating a nonprofit summer camp where feeding services are conducted for children
of high schecl grade or under.

___Operating a nonpenal, noneducationa?(?ederal, State or Local) institution serving an
average of indigent persons.

___Operating a nonprofit, federal tax exempt private hospital or a nonprofit, ncon-—

T educational, federal tax exempt private institution organized for charitable purposes and
serving persons who are unable to pay full cost or perscons who weuld, if not an inmate,
be eligible tc recelve USDA donated Ifceods.

BEligibility Regquiréments

1. schools operatﬁng programs under the National Scheel Lunch Program arse eligible to
receive Section 6, Sectien 32, and Secticn 416 donated foods. Other schocls operating
nonprofit programs are eligible tc receive Secticn 32 and Section 416 donated foods
provided, however, that the food service in either type school is not operated under a
fee, concession or contract arrangement.

2. rInstitutions are eligible to receive available Sectiecn 32 and Section 416 donated focds
to the extent of the needy persons served by them. To determine the number of needy
persons being served the distributing agency shall determined the proportiocn of
subsidized income by dividing the subsidized income by the total subsidized and
nonsubsidized income and multiplying that number by the average daily number of
participants.

3. Summer camps oberating on a nonprefit basis and conducting a nonprofit feeding service
for children of high schocl grade or under are eligible to receive available Section 32
and Secticn 416 donated foods.

4, Institutions and Summer Camps mAay employ foed gervice companies to conduct their feeding
operatlons provided that such services are only on fee-for-service-basis and the contract
is approved by the State Distributing Agency. D 0.1




"Recilpient Agency assures the United States Department of Agriculiure and the State
Distributing Agency that it now complies with and shall in the future comply with all
réquirements imposed by or pursuant to the Civil Rights Act of 1964 and the USDA
Regulations (7 CFR Part 15), including any subsequent amendments, issued to effectuate
that Act. Compliance will be consistent with the objective that nc person in the United
States shall, on the ground of race, cclor, national origin, sex, age or disabllity be
excluded from participation in, be denied the benefits of, or be subject to
discriminaticon under any program or activity of Recipient Agency to be apart of such
programg and activities. Recipient Agency agrees to be cbligated by this assurance as
long as it regeives assistance hereunder or retrains posgsession of any assistance
provided by the USDA or the State Distributing Agency. Should Recipient Agency fail
to comply with_this agsurance, the United States or the State Distributing Agency
shall have the right to seek its enforcement by judicial or any other means
authorized by law. Federal financial assistance is extended under this agreement in
reliance on the representations made herein."”

Receipt and Use of Donated Fccds

€.

10.

11.

Loss

Donated Focds shall be requested conly in such gquantities as can be consumed without
waste. —

Deonated foods received shall be used only in the manner prescribed by the United States
Department of Agriculture. Donated foods not so used shall not be sold, exchanged or
other wise disposed of without the approval cf the State Distributing Agency.

Donated foods received shall ncot be used as means of furthering the political interest
of any individuzl or party.

Recipient Agencies may be regquired to pay part or all of the within-state costs of
distributing through a system of charges assessed by the Distributing Agency. The
charges assessed shall be reasonable in relatien to the services provided and any funds
collected shall be used by the Distributing Agency conly for program purposes.

Deonated foods shall not be distributed to any State Recipient Agency or recipient whose
normal foecd expenditures are reduced because of the recelpt of deonated foods, except
that the provision shall not apply to the distribution of Section 6 donated foods.

Recipient Agencies may employ commercial or institutional facilities to process donated
foods by converting them intc different end preducts or by repackaging them. When this
ig done, Recipient Agencles shall enter into a written agreement with the preocessing
facility under such terms and cenditions as regquired by the United States Department of
Agriculture ahd subject to approval of the State Distributing Agency.

or Damage to Donated Foods

iz.

13,

l4.

15.

Less or damage to donated foods from any cause whatever shall be immediately reported
te the Distributing Agency.

Fagilities will be provided for the proper care, handling, storing and distribution of
the donated foods requested and accepted. Full restitution shall be made tc the
Distributing Agency for any loss or damage to deonated foods resulting from failure to
provide such fasilities or from any acts of negligence con the part of the Recipilent
Agency. -

Upon the happening of any event creating a claim in favor of the Recipient Agency from
loss or damage to donated foods caused by a2 warehouseman, carrier or other person, the
Recipient Agency shall take all necessary action to obtain restitution. 2ll amcunts
collected by such action shall be reported to the State Distributing Agency and used
only in acccrdance with instructions.

Donated foods which are found to be damaged or cut of condition and are determined to
be unfit for human consumption by Federal or State officials or lccal health officers
shall be disposed of only in accordance with instructions received from the State
Distributing Agency.

Other Provisions

1s.

The State Distributing Agency or State Contracted Commercial Warehouse shall to the
extent possible notify the Recipient Agency at least 24 hours pricr to delivery.
Adequate personnel shall be provided by the Recipient Agency to effect distributicn of
donated foodsz in accordance with instructions of the State Distributing Agency. Storage
facilities (dry, cooler and freezer) shall bz monitored daily and temperature record
maintained. It is mandatory all storage facilities be meonitored no less than every 72
hours by recipient agencies recessing for the summer or during helidays.
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17,

is.

ig.

20.

21.

22.

BY

Procesds from sale of contalners received with donated foeds shall be used only in
acceordance with instructions of the Date Distributing Agency.

Representatives of the State Distributing Agency and the United States Department of
Agriculture may at all times inspect the cperations of the Recipient Agency, including
all records and reports pertaining to the distribution of donated foods.

The Recipient Rgency agrees to abide by any further requirements contained in the
General Regulations and Policies pertaining to the distribution of denated foods as
issued by the United States Department of Agriculture or by the State Distributing
Agency.

Either agency may terminate this agreement by giving 30 days written notice. However,
the State Distributing Agency, upon receipt of evidence that the Recipient Agency has
nct ccmplied with terms hereof, may terminate the agreement immediately. Upon
termination, the Recipient Agency agrees to distribute or return all donated foods in
its possession in accordance with the instructions of the State Distributing Agency.

"Except that any termination of this agreement for noncompliance with Title VI of the
Civil Rights Act 1964 shall be in accordance with applicable laws and regulations."”

*TEFAP ONLY .

TEFAP Distributing Agency's agrees to distribute food at actual costs incurred not to
exceed § per distribution for Ccteber 1, 1993 to September 30, 1994.

*SOUP XKITCHENS ONLY

Signature ol this contract renewal gives the Bureau of Human Resources assurance that
you are complying with federal reguirements stating soup kitchens will not diminish
denaticns of food from cther sources.

STATE DISTRIBUTING AGENCY RECIPIENT AGENCY

By

Signature — Signature
Title

Date

(Print or Type) {Print or Typ=e)

Title

Date

Telespheone No.

FAY No.

TEFAP OINILLY

APPROVED BY:

Commissioner Date
Secretary Date
(Rev. 10-06-93)
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Departaent of Health And Human Resourees
Office of Donated Foods
988 Bullitt Streed
Charleston, WV 2538%
Comaodity Usage Forecast Sheef

Yzar: & Broup: a
Jutlets S(H ECHOCL: Sfart Datas 97/81/%3 Planned Assistance Lavel:
F Unit Not Anpual Total
Cozaogity gt alue Jesired fmount Value
2381 CHRREROILED ZRLISEURY 27X Py 1a4/%.5 ZL. 2%. 7228
REZ: ~EATEALLZ, CCOKED {P) 4867748 4L, 35.3883
Jed2 TROO FILLING (FETFY B 388 24,1823
B4 BREADED THIGH-DRUM-NING FTS. P 21,584 {1,382
A8 IREQST FATTIES UMERERDED (P)  14B-122/3. 22, 14,1833
RE2E STERK, COORED BREADED ~ORX (F) 188/3.75 0Z. 21.2884
#887 374 CHARTROIL EALISBURY FORK P 144/2.5 OZ. 22,5576
R38% CHARZATIL.POAK RIZ PATTY (M leadE.IT T 3. 3883
AF87 PORX CTOOHED SAUSAGE LIRS () aBe8/i.d L. J8.2ET2
A3L8 CORK CCOKED SRUSABE PATTY B) Z3A/LLE 27,3837
G311 TURREY FRERST SL3E () 3% 23,3978
RELZ TURKZY PICHIC =88 P iBE L3788
4813 TURKEY SALAMI ) 488 18,7288
RALS TURMEY ECLOGRA (P) agd 18.2851
4857 VESETRELEZ, AIXED FROZEN 38 LI, OOR 14,4368
=8 ‘GREEN, CHD, 67813 18.3%48
15, OREZN. FRUZEH_ CBH CARTON 5.7658
CEnREL /848 3.3852
Tt - /510 3,35%2
/5T LA TER: 3. 4BEE
, FINK 37418 5.4Ba3
JERKE. ORY CAD. FLACHEYE PER 5/8LD J.4838
ZEANS, RERIED CARMDD 2/418 13.2484
JEANS.DRY IND. RED XIDHEY a/%43 3. 4036
SEANS. LRY CND. EMALL RED 5/818 &, 4825
:E&n8, DR CHI, GRT. NORTH 3/81% 3.4586
ITANS GEID O 6/ 1% d. 4068 _
2EAkS, VESETARIAN 3/81% 3. 5247 ) 3
SOAN, CHMMED LIZUID s/ilB 12,3543
CCRM, FHOLE KERMEL {VAC) CHD. &/E18 1344553
CORN, FREZEN B3 CTH 18458
ASPARABYS, FRIZER 6/ 39.5818
ASPARAGIS ERHMED 24/03B8 17,1473
ASPARRGHS CRHED £/318 27,8233
4 PERS. GREEN CAMKED JBJELE 3.3828
FEAS, GREEN FROZEM B4 13,6283
AcBA@ FOTRTCES, DERYIRRTEDD &/TR 15,6123
#4282 POTATOES, GRAMILES,. DEWYDRATED &/%.8 17,7488
4284 POTATOES, ROUMDS, FROZEM 8/Eh &, 4728
f2id POTATOES, OVEN FRY £/54 4,3a58
#2131 POTATOES, DEEP FRY 8/5i 7.3718
§2/26/93 Program 1D: CD21S Versiont 1.5 D - 20.2 ‘p;;e 1
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Departasnt of Heaith And Husan Rescurcas

0ffice of Donated Focds
SB8 Bullit Streect
Charlesfon, WV 22381

Coagcdity Usage Forecast Sheet

Year: R - - - Broups R
Jutiat: SCH  SCHOOLZ - Start Date: 87/8L/%3 Planmed fissistarce Level:
Fack Unit Mot Annual Total
Cozacoisy Sizie Value Desired Gapunt Valus
424 OTRTGES, FREZR, ERKINE LR I.3838
AE28 SWEET FOTATCES. EYRUF 6/818 15,8345
pEZT SWZET POTATOES, MACHED, LAMMED B/HIB 15,3548
AZid TOMATOES FRESH 254 234 £.2588
AZ3% TOHATG SRUCE — &/RLG 18,2137
#24L TOMATGES, DICED. CANNED 57818 13,1383
fZaz TD*!MES, URL,..P‘ED &/8L8 11,7421
4Za% TOMATG POSTE, CRNNED £/513 15, 48484
A247 TOMATHES. CQ‘:-}-IED * /8.8 12,5418
AESC ALAGND SLIVERE = 258 CiN ZE. 1472
8274 ALMOND SUTTER — 5/RLE <8, 1148
RET7 JALNUTS, TNGLIZH PIECRS 285 CARTON 43,5528
A288 GRAPEFRUTT JUICE, CHD 12748 OZ. 11,6859
AZ82 APPLE JUICZ, CANHED 12748 GZ. 9.4LEE
A=8% GRAPE JUICE, CANMED 12735 0Z. 12.B168
3286 PINEAPPLE JUICE, CANNED 12745 02, CAH 11,1858
7258 VESETADLEZ, MIXED FROZEM 388 CR3E 14,4388
R2%8 TOMATE -
4388 URANGE Z CRNZ
2143 APPLEZ, 772 4@& CTH
F34T RPRLE ZLICZE, CANMNED £/818 [RKS 15,3855
228 APPLESAUCE, CANNED £/813 CAN Li.IT4T
RISt ORAPEFRUIT FRESH 36, 0P 36,588 CTR 3.B3E8
K358 APRICCTS, CANNED &£/812 CAN £B.3335
83%4 CHERRIZS, IMDIVIDUAL SUICR FRZ 43¥ CARTOR 21,7968
RIET CHERRIEE, FRZ RED TART PITTED I8k CAN 12,9858
k3to SLUEZERRIET, FrOZTH WILD 38 L5 CNT. 25,4318
/367 BLUEBERRIES. FRZ CULTIVATED SBE CARTON 24,8574
8364 BLUREERRIES, FRZ CULTIVRIED 28% CARTON 14,2548
A378 BLACKEERRIZS, FRZ {WO SUBAR) 388 CARTOR £8.2588
£371 RASPEERRIES RED FROZENIHF 28 CRRTOM £3,B268
A372 RASPBERRIES, RED. FREZEKJGF 25 LB, £TH. g5.75e8
R373 RASPEERRY MREE &/5.75K TARTON 315828
A374 RASPEERRILE, RED FROZTH ge. L8, CTH. 25, AERE
RI7S STRAWEERRIES, IGF,FRZ LIBECTH 18,2678
A378 BLACKBERRY PUREL - £/5.72 LB, CTH. B3.4784
R377 BLKBERRIES KARION PUREE FRZI.  &6/5,75 LB CTH. 23,5874
A378 CANEBERRY PURES FRI. &8/5,7% LE CTH., 35,0358
R487 PERCHES, CLING QUARTERED £/818 CANS £8, 8688
A484 PEACHES, CWD, CLING SLICED 6/818 CANS £8.8£88 -
A489 PEACHES, CLING DICED . 6/%18 CANS 19,3688 -'?':
Version: 1.3 age 2

B2/26/93 Program ID: ED215

D - 30.2a




Departmers of Health And Huaan Rezcurces

! Office of Donated Feods
388 Bullitf Street
Charlestan, WY 253381
Coesndity Usage Forecas® Sheet
Yezr: R Group: A
Juslet: SC4 GCHROLS _ Start Date: 87/81/93 Planned Assistance Level:
Pack Unig Net  Anmual Total

Copagdity Size Value  Desired PAmount Yalue
Qs13 PEACHES, CLING 3758 CoWS 14,3868
Qéc4 PEACHEZ. FROZEA . 238 IARTCH 13,2988
3428 [EJCHES, FREESTONE, GUARTERED &/H1B CRM (3.37C8
Aéc7 PEACKEZ, FREZETONE. ELICED 6/#18 CAN £8.4391
A42g PEACHEE, FREESTOHE, DITED £/418 CAN 18,3758
Q423 FEALSES. FREESTOME. CAHKED 8/418 AN 19,221t
3438 FIARS, LANKED 5/413 CANS 15,3728
2231 FESKE, AALVES i 1/318 TANS 1£, 8032 )

PELKE, OURRTERED, CANNED 27313 LAN 17.3885
Q433 TEAR3, ELITED &/%19 CANS 15,2828
3434 PEART JICEE 57813 CANS 15,8648
4441 PEARS, DYENJCU FRESH aTH CARTCH 13,5255
4442 DEGRS, BOSC FREZH £54 CARTON 11,2778
4443 PINEAPPLE, CHD, TIDRITS £/%18 CAKS 2L.8713
A444 PINEAFELE CRUSHED, CANNED 57418 CAHS 18,3347
A545 DINESPOLE, CRHNED £/818 CAHS 18,5259
4448 TINAUDLE CHURKE, CRKRERD 3/%18 CANS 17.332%
Saf? DLUNS, PURPLZ, CITTED, CAMNZD /%18 CAM 12,3388
s48l S, FURRLZ, IANMEDT 2/4:8 CAM 13.32:3
1473 R MR = 3/%4% Cak 33,7128
A=7E = I38 CRRTONS 22.TBT7%
A472 71T NUGBETE - ZZ§ CARTOH 3LLIES
#47I FIE3. WRITC 284 CARTCH 2z, 1838
AS33 PRUNES. IRITD Z4/1 LR, PKEG. 2:.77%e8
4SE3 RRISINS 2B# CARTOM 152818
ATBR CHICKEM. DRUMSTITKE 438 CTH 14,3488 _
4TRT [HICKEN. LES GUARTERS 488 CTH 13,8843
AL XENS. FRI WHELE 3g# CARTON .3.5388
A5l4 CAICKENS. FRZ THIGHS/DRUMS A3% CARTOH 14, 3488
4TS CHICKEN, FRCZ. LA ig3 CARTCN 25,1729
AS1s CHICKEM, FROZEM BREADED 384 CRRTON 31,1488
A5L7 CHICKEM, DICED TROZEN 4/18% BASS £R.572%
AS19 CHICKEN MIBSETS.SEC A O S.I69E
ARES TURKEYS. TRIZEN, WL 128-D4k Z7.3185
AT37 TURKEY ROASTS i ,4-3 178 ROASTS S7.1180
AT48 TURKEY, FROZEM GROURD 4/1B# BAGS 22,5848
3541 TURMEY FRZ GROUND BUREERS 36 CTH 33,9848
£568 POULTRY, CRMNED BONED 24/23 OZ CANS  75.2984
ASEl CHICKEN PATTIES, FROZ. SOC 28 L3. CTH. 8.5327
AZ62 CHICKEM, CAWNED BEONED 24723 0. 45,6938
AS64 TURKEY, CAMMED BOMED 24/29 0Z. CAN 47,2671
82/25/93 Program ID: CD215  Versien: L3S Page” 3

-
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Bepartaent of Health And Human Resourses
Qffice of Donated Foods
586 Bullitt Street

Charleston, WY 23381
. Cemacdity Usage Forecast Sheet

Year: R - . Group:
Juslet: SCH  SCHOOLS — Start Date: 27/8L/%3 Planned Assistance Level:
Pack Unit Hot Amual Total
Coseadity Size Valoe Desired Apount Value

ATHS Zobs, WHOLZ FROZEZN £/5% TASES 13,5839
AS7T ECE MIX i 4/184 3AG3 £1.16%8
AS77 BEEF, FROZ.L CGR. 364 CARTON ag, 7224
AS83 BEEF PATTIES. FRI WAPP J&4 CARTON 42,7658
AT3! BEEF PATTIES, 188X 364 CARTON 49,2848
AS92 BESF PATTIES, LOW FAT 8% CTN T8, 9464
AbLB EEEF, CRARNED W/HJ - Z4/29 0Z, CAM £Z.8195
638 PORK, CANNED H/H] 24/29 QZ, CANE  T6,7Li8
3548 ~CRK, FROZEN GROUND 68 CARTOM J5.575d
SE7L HAM, FRZ [LOKED BOMELESS i3k CARTOM I3.2844
742 TURR, CHUNK LIBHT/WATER 8/88.5 0Z. 27.5544
275l CATFIZH, FILLET ZTRIPSFRI. i3 13, CTH. 116, 4808
f458 SALMON, PINK CAMMED _ $3/14,73 O CAN 75,2427
A%24 RESMS, DRY NAVY PER 23 LB, BRG 5.7888
. R7ET EEAMS, DRY BREAT HORTHERN 25 L. 3RG 4,8725
A9ES 3ERKS, DRY ZMELL #AITE 2< LB, 2AC §,37E3
4%27 =ESHS. DRY LIGHT RED Y{IDNEY 2% Lz, 3G 3,8328
Rl 22 L3, 3A6 LTS
Xy I8 A5 5.747%
3 258 IAG £.I8CE
253 BRG 2,788
. 2% BAE 3,33%8
A%4Z FEANS, LRY #INTC ’ £5% BA6 5. 3238
H%45 BEANS, [RY RED KIDNEY Z3R B4E 4,372%
A%4& ZERNS, DRY SMALL RED — 258 246 £, 787S

. e R e e

B2/26/53 Pregram ID: (D215 Version: 1.5 7 Page”




Jegartaent of Health And Hupan Rasources
Office of Donated Foods
388 Bullitf Street
Charleston, WU 23381
Commodity Usage Forecast Sheet

Year: % Group: B
Oulst: I0H SCHOOLS - Start Dater 37/8L/93 Planned Assistance Level:
Pach Jnlt New  Amngal TJotal
Cosmeeisy - Zize’ Lalue Desited fzount Walue  Jul-Sep Oot-Dec Jan-Mar Apr—Jun
2831 MRRGARIKE ™ _ KEPRY: 8. 2252
KB32 WARGARINE PATTIES (R1 8/58 £.2232
EEBI MRRGRRINE (LOWFAT) 128 (P) 1938 REIDIZ3 1.1338
Z@84 RORCARTNE (LOW SODIUM) 12§ (P) 1988 REUDIEE 2.38%3
BBRT SALAD DRESSING, FRENCA (P) -i/i GaL 2.I357
3885 3IALAD DRESSING. ITALIAN (B /L gRL 2.2587
BBIB ITTER - ‘..m-i% 37,5832
3351 WTTER rnT"E: ;T 8/CH 33,3753
3833 THEZZE, SLITID - 5/ L3, LY¥3 LD 43,2288
g8La 1 . PROCEZS — £/%# LUAVES 35122
2373 CreziE, CHEDDAR ig |3 BLOCY 43,3228
5371 CHEEEE, CHEDDAR. WHITE 33 L5 3LICK i5,237
3372 CREZESE, YELLOW CHEDDAR 264 i7,4AB8E
5378 CHEESE, MOZIARELLA FR. 48,668 £4,8388
3811 MIL4, NONFST DRY RESULRR BULY ZB L3, BAG 43,7588
S112 ALK, NCNFAT IRY REBULAR SULX 25 L3, BAG 31,3758
3122 BLLEUR E ELslts i
Zilal CCRMAESL, /184 3BREE I.258
DT 3 /138 GAGS K
FLIUR. ZRERD, ZLEACRED /18 L5 RS T 3%Ca
2231 FLTUR. 3READ, JHBLEQCHED /1B LS 306 1B, 1z58
B3T@ FLOUR, WHOLE WHESY S/iad L3, ERB 3.76¢8
3365 3AKERY AIX 5CC 6/3% BAG 75388
5381 GRITS. CORM, WHITZ 18/58 BAG 7.5298
3482 GRITS. CORN, YELLOW 18/% L3, BREG I.3558
3495 HOMEY, PRCCESSED — 5/58 CAH 22,1738
3438 MRCARGHI _ 288 CARTON 4,3189
3437 ARCARCNI 3PTRAL 283 CARTON $.5748
3443 CATS, RELESD 12/3¥ BAG 3,8228 .
2475 PEAWUT BUTTER. 3nQ0TH £/%18 CANS 22,5828
p435 PERAMUT BUTTEZR. CHUNKY &/#18 CANS Je.B21%
B4SR PERMUT GRAMULEE = &/ BB LARE 23.ET
ESEA PERMUTS, .ROASTED - &/R18.CANS a.5E32
ES1S RISZ. MOLED 2% LB. BRE 37172
2345 RIEE. BROWH "ES LS. BRG 23388
3:—3 HERT, ROLLED - 1273 L3, BRE 5.33%d
878 GIL, KEEETQEL:. _ £71 GAL CAKS 13,3476
5,661 SALAD DRESSING, SUC 471 GAL 3.HB8%
BBAS SHORTENING, LIGUID &/l GAL 18,7614
8728 SHORTEWING, VEGETASLE " 12738 CANS 14,6168
£848 SPAEHETTI, EMRICHED 28N CARTOM 4,7788 _ :
§2/26/93 Program ID: CDELS  Versiom 1.5 Pae
' ‘ D - 30.2d ‘
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1L

WEST. VIRGINIA DONATED FOODS PROGRAM
ADMINISTRATIVE REVIEW REPORT

1. Recipient Agency County
Address .
Sponsoring Agency
Address _
Perscn{s) Interviewed Title
Telephone Number Date of Interview
Date of Lasf Review by State Distribution Agency?
Were there any deficiencies found then?
If s0, were they corrected?

2. RECIPIENT AGENCY CATEGORY Also
interviewed:

Child Nutritien Program (CNP)
Charitable Institution (CI)
Summer Camp {SC)

Child and Adult Care (CACF)
Food Bank (FB) '

Soup Kitchen (SK)

Summer Food Service ({SFSP)

|

1]

3. PARTICIPATICN DATA

A. CNP B. SK c. CI Only D. SC or SFSFP Only
Only Only

Average Daily Total Meals Tetal Tosal Average Dally Avy. Ro. Period of
Participaticn Served the Last Population Eligible Participation Meals Served Operaticn:
Breakfast 12 Months Meals are Perscns Children Daily to Honth/Day
Lunch —_ Reporting Feried | served  times . Adults 18 crildren Eegin:

Total sach day. vears ol only End:

Enrollnent over

g

ES NO | RECOMMENDATIONS/COMMENTS

4, AGREEMENTS & CONTRACTS

A. Ia slgned agreerment between the D/A and
the recipient agency currently on file?.........
If YIS, is agreement signed by current
BTNl atOr? s vuastactssasaststosenasersrrnns
B. Are there active processing contractsf....saeaa:
1. If YES, give rhame and address of
processor({s), date scntract(s) heen appzoved
and explration date{S).ieiesesacrricivrrreres
2, Has contract(s)} been agproved by D/AZ..viwaes
3. List end predust(s) of sontracts?........aesn
C. Are there active food managerent contracts?.....
1. If yes, dees the ecentract include a clause
that USDA donated Iocds provided to recipient
agency will inure only to the kenefllit of

|
|

D - 3C.3




5.

A.

STORAGE FACILITIES AND

PRACTICES

Are dry, cool and freerer type storage faclilities
adequate fOr DXOGQrAMF..escssnsvtartocassnnnsssnrnsnrs
Sufficient space available for storage; freezers
avallable when needed; proper temperaturss zaintained
for dry and cocoler storage, ect.

Ia storage area <lean, dry and orderlyl.eisivissasas
Are there safeguards against theft and damage?......
Ars measures taken to prevent insect and rodant

B =Tl L
Iz fasd keing handled on a firat in, firs:t out
DABIS i s sesatamtuaastatoresatavaraainnasanannn bt
Does persen in charge know and Zollow the procedures
for dizpoging of cut- of-conditlieon £ocd87.iveivenssass
Are soxmodities stored at any locartien other than
the reciplent AgGenCY v v it tatatatansantsvntassvsns
Are commercial facilities badng utilized?...........
If YES, has an agreedent feen Bignedl.cisceccsnsnsnss

NO

RECCOMMENDATIONS /COMMENTS

6.

7.

RECORDS AND. REPORTS

Are there complete ané agcurate recoxds
maintained for:

Focd Recelots?.iiis it iererstananrvrisanorasasana
Parpatual Inventoryle.rvrrrrrarivrrtrtabirnrriravas
Are records held for required perliocd?..c.cicrecsss
Are reguired reports and surveys submitted on a
timely Pasls?. s e ivresnramrrsnrtrsaviarsirans
Ara food 1lo3g reports Kept on fllefeieeiecaiaannas
Are transfer receipts on fileT.iiiiiiciiiaiananaas
Is there a completed gopy of the REVIEW QF STORAGE
FACILITIES and REVIEW OF PEYSICAL INVERTOURY CF TEE
STORASE FACIZITIES on flle (Cet=March) in the
entral administrative storage facility; and
additicnally for each individval school/site
whezever dohated food is 8Toredl.icvececinrinrvanas
Is there a currelt self evaltvation review oa fils
for this school/site (QQE-MAZCR) P s amtvirnsvisnes
If KO, explain

QTHER RECORDS: (For Institutions &nly)

Is there a nonprofit, federal inccrme tax exerpt
-2 R - S I T I e LR LR LR R
Is thare a cusrent "Eligiblae Caselocad Charxitable
Ingcitutions” form on fillel..iiieseisunasreronnrunes
Is thére a currént "RIEABILITATIVE PROGRAM
CERTIFICATION" form on f£ile?.(Adult Corectional

L5 2 e N L L T

COMPLIANCE DETERMINATION

Based upen tals review, are prcgram operations
in compliance with regulatdens?. . vrvvvvsvisvnss
If "KSY, what corrective action(s) muat be
taken? (LCescribe inm Detaill in the "Summary
Recording'' section.)

Based upon this review, Iz a Y"FOLLOW-UP REVIEW'
e e = e =
If "YES", when?

NO

J

RECOMMENDATIQNS/COMMENTS

RECOMMENDATIONS /COMMENTS

NO

RECCMMENDATIONS/COMMENTS

D - 30.3a




9., INVENTORY (REVIEW OF DONATED FOOD ITEMS ON HAND)

A, Dry Storage _

Itexn & Packags Inventory Aotual Date of Moathly Menths Anount
Record Inventory Package Usage Supply To
Transfer
(&) (B} <) (D) (E) (F) (&)

Almond 3utter, end., 6/%10

Apple Suice, 12/46 oz.

Avplesaucse, cnd., /8107

Bpple 8lices, cnd., &6/#10

Asparagus, cnd., &/#10

Asparagus, cnd., 24/#303

Beans, Gt. ¥., cond., &§/%#10

Eeans, Gt. K., dry, 25§ __

Beans, EKidney, cnd., &/2:i0

Beans, Pinto, cond., &/#10

Zeans, Pinto, dry, 258

Beans, Sreen, cnd., 6/410

Eeans, Veg., cnd., 6/#10

Beei, cnd., N/J, 24/29 oz.

Corn, lig., eond., &/8:iC

fornmeal, degermed, B/1CH

Egg Mix, 4/10# i

Flour, A2, 5/104

Flour, Bread, Bl., 5/10%

Flour, Whola Wheat, EB/L1QF

n

lok> Mix, SOCQ, 6/5%

Grave Juige, 12/45 oz.

Grapefzuiz J., 12/46 oz.

Magarcnl, enriched, 20§

Yacareni, Spiral, 204

1%, d-oy, &8/43%

e
o

ng

Yixged Truit, end., 6/§10

Qats, rolled, 12/3%

0il, veg., §/1 gal.

Peaches, Cling, &/#10

Peaches, Freestone, &5/§10

Peaches, diced, 6/810 _.

D - 30.3b




Itez & Package

(A}

Inventory
Record

(B}

Actual
Inventory

(<)

Data of
Package

(D)

Monthliy
Usage

=

Manths
Supply

()

Amount
Te
Transfer

(&)

Peanut 3utter, crmy, 5/#10

Feanut Butter, ©hky, B/410

Peanuss, <nd., 6/#10

Peanuts, 6/4F

Pears, halfs. &/#10 -

Pears, diced, 6/#10

Pears, gquartered, &£/#:i0

Peas, end., 6/#10 —

Pireapple, crd., &/%#10

Pinsappla, Tidbits, 6/%10

Pireapple, crushed, 6/#10

Pork, cnd., 26/2% oz.

Potatoes, fresh, 50%

Potatces, dehyd., 6/0#

gnortening, lig.. §/1 gal

Shortening, Veg., 12/3¥%

Salzen, cnd. 48/14.75 oz.

Spaghetti, enriched, 20%

Sweet DPotatoes, 6/F10 _

Tematees, cnd., 6/3L0

Tematees, whole, 67810

Tematoes, crushed, &/#10

“omato Paste, cnd.,8/§10

Topats Savece, cnd.,6/#10

D - 30,3c¢




B. Frozen Stcrage

Iten & rackage Inventery Agtual Date of Monthly Months Azount Te
Record Inventory Package Ugage Supply Transfex
(Al (2 (=) (o) (2} (F) (&)

Asparagus, S5/58

Beans, green, 30#

2eaf, Grn., 35%

Deef, Srn., lean, 163 -

Beef, Patties, J6#

Jeef, Pacties, lean, 264

2lackbersy pures, &/5%

utter, print, 36/1%

3utter patties, S0C,
6/54

Cranberry pures, £/5.7%#

Catfigh, 40%

Cheese, Mozz., &/6# _

Cherzies, IQF, 40#

Chicken, &/U, 40F —

Chickxen, Breade& #30

Chigken, Diced, 4/10%

Chicken, Leg guarters,
40%

Cnicken nuggets, SCC,
108 _

Cnicken, Drums, 4C#

Tegs, whele, 6/5#

Filgh ljuggets, &/10%

Ham, 3nls., 4/10# avg, =

Crange Julce, 12/32 aoz. -

Peaches, 20C# _

ZFeas, Green, 30# —

Dork, Gro., 366 _

Potate Rounds, 6/5F

Potatces, oven frv, &/5#

trawberries, IgY, 308

Turkey Roasts, 4/8-12%

Turkey, Wnele, 128-24%

Turkey, Ground, 4/1CE

Turkey Burger, 36# _

Vegetables, mixed, 30§

D - 30.3d




Item & Package Inventory Actual Data of HMenthly Mentns Amount Ie
Recerd Inveatory Package Usage Supply Trarsfer
(A) {3} 2 (D) {E) (F) (G}
<. Cooler Storage
T+em & Package Inventory Actual Date of Monthly Usage Months Amount To
Records Invantory Package Sepply Transfer
(A} {3) (<) (9] {E) (F) (G)

Almond Slivers 25# _

Apples, fresh 3174

Apples, fresh 408 _

Cheese Process 6/54#

Pears, D'"Anjou fresh 45#

Prunes, d-y pi<cted 16/2¢

Raisins 30%

Raising 144/1.3 oz. =

Salad Dressing, SOL, 4/3%
gal. —

Walnuts, Eng. Fieces,
308 . _

10. What is dere with remaining cemmodities at the end of the schoel year or end of camping season? {CNP, 5C, or 8FSF Crly).

1l. SUMMARY RECORDING: —

Signature

REVIEWER TITLE DATE
REVISED 11718793 .”

D - 30.3e




DCNATED FOODS PROGRAM
REPORT OF LOSS QOF DONATED FOODS

(1) COUNTY DATE QF REPORT

(2) NAME OF RECIPIENT AGENCY

(3) ADDRESS

STREET CITY ZIP COIE

(4) TELEPHONE

() NAME OF SCHOOL (SITE) WEERE LOSS QCCURRED

(6) WHEN WAS THE LOSS DISCOVERED?

MONTH DAY YEAR

(7) PRICR TO THE DATE ENTERED IN ITEM (6) ABOQVE, THE FREEZER,
COOLER GR DRY STORAGE AREA IN WHICH TEE LOSS OCCURRED WAS LAET

CHEECXED ON BY
MONTH DAY TEAR NAME TITLE
(8) WHO DISCOVERED THE LOSS?
NAME TITLE
(9) NAME OF TYPE OF STORAGE
ITEM PACKING SIZE OF QUANTITY OF DRY, COOLER
LOST . _DATE DPACKAGES PACKAGES LOST OR_FREEZER

IF MORE SPACE IS NEEDED, PLEASE ATTACH A SEPARATE LISTING.
DONATED FOCDS DETERMINED UNFIT FOR HUMAN CONSUMPTION ARE NOT
SE DISPCSED CF WITHOUT PRIOR AUTHORIZATION QOF THE STATE

DISTRIBUTING AGENCY.

(1G); WAS ANY DAMAGED USDA DONATED FOOD ITEM DISPOSED QF? YES__NO__

{11) GIVE THE NAME AND TITLE OF THEE STATE DISTRIBUTING AGENCY
REPRESENTATIVE WHO AUTHORIZED THE DISPOSAL

NAME TITLE

(12} WHAT METEQD OF DISPOSAL WAS USED?

D - 30.4




(13)

(13}

(15)

(18)

(17)

{18)

(13)
(20)

(21)

(24}

{23)

DISPOSAL WAS MADE BY
NAME TITLE

IF¥ THE LOSS WAS THE RESULT OF A POWER FAILURE OF OUTAGE,
EXPLAIN BRIEFLY WHAT CAUSED THE POWER INTERRUPTION

IF THE LOSS WAS DUE TO A FREEZER MALFUNCTICN, ARE THE DONATED
FOODS COVERED BY VENDOR GUARANTEE? YES NO

EXPLAIN THE MALFUNCTION

THIS LOSS WAS DUE TO INFZSTATION » SPOILAGE r CR
CONTAMINATION OF DONATED FOOD RECEIVED ON

MONTH DAY YEAR
THE CONTAINER IS

WHAT WAS THE TEMPERATURE OF THE DRY STCRAGE AREA CON THE DATE
THE LCSS WAS DISCOVERED?

WAS FIRST-IN FIRST-QUT PROCEDURES FOLLOWED? YES NO

WAS THE FOCD STORED CFF THE FLOOR? YES NC

THIS LOSS DUE TO A BREAKING AND ENTERING WAS INVESTIGATED BY

NAME RANK

oF

LAW ENFORCEMENT AGENCY

EXPLAIN HOW ENTRANCE WAS MADE

EXPLAIN WHAT PRECAUTIONARY MEASURES WILL BE USED TO PREVENT
ANY FURTHER LOSS OF DONATED FOODS

WAS THE LOSS OF DONATED FOODS COVERED BY INSURANCE? YES_ NO_

' PREPARED Z2Y
SIGNATURE OF SCHCOL PRINCIPAL SIGNATURE
OR AGENCY ADMINISTRATOR

TITLE
DATE DATE

Q9/CL/82




INSTRICTIONS FCR COMPLETION OF FORM
"REPCRT CF LOSS COF DONATED FOCDS"

Any loss of donated foods regardless of the cause is to be reported immediately
to the state distributing agency. Donated foods determined +o be unfit for human
consumption are not to be disposed of without prior approval and instructions
from the state distributing agency. Any unautherized dispesal is subject to

restitution in cash of the total dellar value of the donated food itams.,

Following are instructicns for the completion of the form "Report of Ioss of Donated
Foods." The state distributing agency supplies each recipient agency a form from
which copies are made by the recipient agency as needed.

(1)

{2}

(3)

(4)

{5)
(6)
(7}

(8}

(2)

{10}
(11)

Enter the county in which the recipient agency is located and the date the
report is prepared.

Inter the name of the recipient agency as it appears on the agreement
(Form ES-DF-02).

Enter the camplete address of the recipient agency.

Entar the telephone number of the recipient agency as named on the agrsement
form. Public schools should show the telephcne mmber of the county board of
education.

Self-explanatory.

This stxuld he the axact date the loss was discovered.

Enter the name and title of the perscn who first discovered the loss and
reported it to aporopriate officials.

Enter the date the storage facility was last checked and the name and title
cf the person who checked it on that dats.

Under the coclum "Name of Item Lost" enter the camplete name of the item. ‘

Under the celum "Packing Date" enter the packing date shown on the container
{case, bag, baler, etc.).

Under the colum "Size of Packages” show the item lost in whole cases if
in fact wnele cases were lost, or in units such as #6 cans, 29 oz. cans,
3% bags, S# bags, etc.

Under the colum "Quantity of Packages Lost" show the number of cases or
units lest as defined under "Size of Packages."

Under the colum "Type of Storage - Dxy, Cooler or Freezer" write the aprropriate
word to defifie the type of storage being used at the time the loss was discovered.

This questicn must be answered.

Enter the name and title of the individual contacted who authorized the disposal.

D -« 30.4a




(12}

(19)

(20)
(21)
(22)

(23)

(24)

(25}

4/01/85 , . , .

Explain the method of d:.sposal. Any item found unfit for human consumption
and authorized for disposal is to be disposed of by taking to a landfill
and buried, in@inerated, or put in a garbage dispesal. .

Speiled items are o be removed from the original container or wrapper prior
o ch.sposal The container and the contents are to be d:.sposed of senarately

Give the names and t:.tles of the persons who are involved in the actual disposal.,

Explain what caused the interruption; for example, breaker was thrown, fuse
blown, unplugged from cutlets, equipment Quit running.

Anewer "ves" or "nc." I
Descrive briefly what happened to the-freezer or cocler.
answer 'yes" or "ne."

Check the approprizte space to show the tyrpe of loss, the date recipient
agency received the food and the contract number, if possible.

This guestion must be answersd if t.he loss of the food occurrad while in dry
stcrage. -

answer 'ves" or "no."

Answer "ves" or "no."

If the loss was due to a breazking and entering, the name and rank of the .
investigating cfficer and the name of the law enforcement agency he represents
must be shewn. ,

Briefly describe how entrance was gained to the building and/cr storacge facility.

The recipient agency must explain what steps will be taken to prevent further
losses of denated food due to similiar c:i:cumstances.

The repcrt is to be signed by both the person whe prepared the report and the
schoel principal or agency administrator.




GUIDES FOR SUMMER STORAGE OF PERISHABLE FOODS

Improper storage practices and malfunctioning refrigeration equipment usually
results in spoilage, infestation, contamination and deterioration of foods.

The following is a Tisting of good storage practices to follow when perishable
foods are being stored during the summer:

(1)

(2}

(3)

(4)

(7)

(8)

Store foods only in properly operating refrigerators and
freazers. Do not store food in equipment that is in
need of repair.

Be certain the refrigeration eguipment is thoroughly cieaned
and dried befere any food is placed in it.

Never place food directly on the floor; walk-in refrigerators
and freezers should have dunnage racks on which food c¢an be
placed or shelving which allows a circulation of air. Foods
should be stacked in an orderly manner in a walk-in refrigerator
or fraszer.

Temperatures within the freezers and refrigerators should
be_taken and recorded daily, if possible.

Refrigeration equipment should be checked at least every
seventy-two hours to insure that it is operating properly.
Any needed repairs shculd be taken care of immediately.

Refrigeration equipment should be checked immediately
following a power failure (e.g. electrical storm) to make
sure that it is operating properiy.

All areés in which frozen food is. stored should be secured

by locks during the summer months. Only authorized

personne?l sheuld have access to the keys and be allowed to
check the equipment and take temperatures.

Any arain product left on hand should be placed in
refrigeration during the summer months and utilized
immediately following the re-opening of scheol.

Dry storage areas should be adequately ventilated and secured by locks.
The temperature should never exceed 70° Fahrenheit. An effective rodent
control program should be maintained.

ACCORDING TO USDA REGULATIONS THE STATE DISTRIBUTING AGENCY HAS NO ALTERNATIVE
EXCEPT TO ASK RESTITUTION FOR ANY LOSS OF DONATED FCCDS DETERMINED T0 BE THE
RESULT OF NEGLIGENCE ON PART OF THE RECIPIENT AGENCY.

3/21/86
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FOOD STORAGE

TEMPERATURE CHART

Dry Storage Area~Recommended Temperature
Cooler Storage Area - Recommended Temperature
. Freezer Storage Area - Recommended Temperature

50'F - 70'F
35'F - 45'F
-10'F - O'F

munth/Day/Year Temperature Checked By Month/Day/Year Temperature Checked By
1 1
2 2
3 3
4 4
5 5 |
6 6 ‘
7 7 ;
8 8 i
9 9 !!
10 10 |
11 11 ‘
12 12 i
13 13 ‘
14 14
. 15 15
16 16
17 17
18 18
18 19
20 20
21 21
22 22
23 23
24 24
25 25
26 26
27 27
i 28 28
29 29
30 30
31 31 5!

. Tf Temperatures are not wit

in recommended range take immediate corrective action

to avoid food loss.
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SECTION E

SPECIAL MILK PROGRAM




PURPOSE

United States Department of Agriculture (USDA) reimbursement enables schools without
other food setvice programs to sell milk to students at a rate lower than cost. In
pariicipating schools, siudenis determined eligible may receive milk free if the School Food
Authority (SFA) elects to serve it. The SFA may or may not choose to provide free milk to
students determined eligible by applications used for free or reduced price meals.

Current USDA regulations permit enly schools and instituticns without cther food service
programs to participate in.the special milk program-and to serve an unlimited number of
haif pints of milk to a student at any time during the scheool's established milk breaks or
meal pericds.

Effective with the passage of P.L. 99-661, split session pre-kindergarten and kindergarten
children may participate in the Special Milk Program if they do not have access to any
school meal (school lunch or school breakfast). Whenever possible ail children attending
a school shall have access to either the school lunch or the school breakfast program.

"Split Session" is defined as an educational program which operates for approximately
one-half of the normal school day.
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CHARGES AND REIMBURSEMENT

The charge to students for milk shall not exceed the difference between the current rate
of reimbursement and the cost of the milk plus an established distribution cost of no more
than two cents per haif pint. -

Schools without food programs participating in the Special Milk Program are required by
United States Department of Agriculture (USDA) regulations {o document the actual cost
of serving milk to students. Operating balances in excess of fwo months must be reduced
by serving milk-free to siudents or by reducing the cost io the studenis.

Schools serving/selling special milk to kindergarten and/or pre-primary sfudents shouid
report any incoms from milk sold en 43-10-308S.

The charge to adults shall not be less than the cost of the milk. Reimbursement for milk
served to adults is not permitted.

In non-pricing programs, all milk served through the Special Milk Program is reimbursed
at the current rate of reimbursement per half pint.
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MILK SHAKES

If milk shakes are sold or given free under the Special Milk Program in schcols having no
other foed service program, the milk shake formula must be approved by the West Virginia
Departiment of Education (WVDE), Office of Child Nutrition. .. .
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REPORTING PROCEDURES

A daily record of the actual number of halif pints of milk served students and adults shall
be maintained on Form WVDE 43-10-30S [G - 30.1], according to instruciions. The report
must be detailed daily at each participating school by a responsible person. The monthly
claim for reimbursement is based on information recorded on this report. The completed
form is submitted to the School Food Autherity (SFA) on or before the fifth day of the
succeeding calendar month. A copy will also be filed at the school.

At the end of each menth during which milk was served to -students, a monthly financial
report, Form WVDE 43-10-31 [G - 30.3] is completed by each participating school
according to instructicns. Financial data provided on this reperi is the basis for justifying
reimbursement. The completed report is submitted to the SFA on or before the fifth day
of the succeeding calendar month. A copy will also be filed at the school.

The school or SFA is responsible for sending a copy of Form WVDE 43-10-30 [G - 30.5]
to the West Virginia Department of Education (WVDE) for reimbursement.
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SECTION F

FREE AND REDUCED PRICE MEAL AND FREE MILK POLICIES

INtrodUCtion .« . . e e F-1
Applications for Free or Reduced PriceMeals .. ........... ... .. .. ... F-2
Approving Applications for Households Eligible for Aid to Families with

Dependent Children (AFDC)/Food Stamp (F8) Benefits . . ........... F-3
Approving Applications for Households Not Eligible for Aid to Families
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INTRODUCTION

Schools participating in the National Schoo! Lunch and/or Breakfast Program are required
to serve free and reduced price meals to students determined eligible by the current USDA

Income Eligibility Guidelines [F - 30.1].

To make it possible for a student te receive a free or reduced price meal, USDA regulations
require that certain steps be taken. A policy statement which delineates the policies and
procedures used in providing free and reduced price meals for students is approved each

VeAr. . - e e e e

B13SrPQOMI{CO) -




APPLICATIONS FOR FREE OR REDUCED PRICE MEALS

NON-COMPUTERIZED PROGRAM

Applications [F - 30.2] and the Letter to Parents [F - 30.3] shall be sent {o parents or
guardians of each student as early as possible in the schooi year to allow time for the return
of applications by the end of the first full week of school. The school principal, or a
designated person, shall review all applications received and determine eligibility according
to infermation given on the application. Parents or guardians shall be notified of the status
of approval, change or terminaticn of benefits (WVDE 43-10-20) [F - 30.4].

COMPUTERIZED PROGRAMS

County school systems or individual schools may choose to approve free and reduced price
meal applications by computer. A computer-generated application may be sent to the
parents to update annually for continued program benefits.

Throughout the schocl year, applications may be received for studenis transferring from
another school or from parents whose financial status has changed.

If a student has received free and/or reduced price meals and transfers to another school,
a record of eligibility shall be maintained at the original scheol. Either a copy of the
application may be made or a new one submitted tc the receiving school.

MEDICAID AND EDUCATIONAL BENEFITS

The United States Depariment of Agricuiture has granted West Virginia permission to pilot
a muiti-use application. The application has been expanded to allow parents or guardians
to express an interest in receiving Medicaid benefits and vocational and technical education
benefits under the Carl D. Perkins Act. Additionally, the privacy act statement on the
reverse side of the application has been expanded to accommodate Medicaid and
educaticnal benefits.

When an interest in Medicaid benefits has been expressed in Part VIi of the application,
and Part Vil has been signed by a parent or guardian, the following procedures are to be
used to fransmit the information te the appropriate autherities:

Each child's name, address, county of residence, and a Sociai Security number of an adult
family member should be sent to the Medicaid representative in your area.

When an interest in vocational and technical education benefits has been expressed in

Part Vil with a parent or guardian signature, the student's hame may be released to
appropriate educationai cfficials.
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APPROVING APPLICATIONS FOR HOUSEHOLDS ELIGIBLE FOR
AID TO FAMILIES WITH DEPENDENT CHILDREN (AFDC)
FOOD STAMP (FS) BENEFITS

Applications returned for review and approval which have AFDC cr FS numbers [F - 30.6]
must include the following information:

o student's name;
® AFDC or FS number; and
® parent's signature

APPROVING APPLICATIONS FOR HOUSEHOLDS NOT ELIGIBLE FOR
AID TO FAMILIES WITH DEPENDENT CHILDREN (AFDC)
FOOD STAMP (FS) BENEFITS

Applications retumed for review which do not have AFDC or FS numbers must include the
follewing information:

e student's name;

e list of household members;

e sccial security number of the adult signing the application or indication they do not
have oneg;

e the current amount of income received by each household member identified by the
individual who receives it and the source of the income; and

e parent cr guardian's signature

All approved applications must show:

e eligibility categery (free or reduced price);
e reviewing official's signature; and
e date of approval or denial.

Applications must be filed by category with corresponiding master lists.

DIRECT CERTIFICATION

Direct Certification is a simplified methed of determining seme children's eligibility for free
meals under the National Schocl Lunch Program and School Breakfast Program, or free
milk under the Special Milk Program without having the family complete a free and reduced
price meal or free milk application. The Office of Child Nutrition obtains decumentation
from the West Virginia Department of Health and Human Rescurces and prepares
appropriate computer sorts that enable the School Food Autherity (SFA) to match the
names cf children that are members of househcelds currently certified to receive food
stamps cr AFDC. Counties that are interested in participating in direct certification should
call the Office of Child Nutrition.
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INCOME

Income to be reported on the household's free and reduced price meal application form is
a gross figure and generally is considered o be any monies received on a recurring basis.
Specifically, gross incocme means mongy earned before deductions for income taxes,
employee's social security taxes, insurance premiums, charitable contributions, bonds and
the like. Income includes the following:

payments of money for services, including wages, salary, commission or fees;
social security: supplemental security income;

dividends or interest on savings or bonds;

income from estates, irusts and investments;

cash withdrawn from savings;

public assistance or welfare payments;

unemployment compensations: workers' compensation and disability benefits;
governmeni civilian employee or miilitary refirement or pensions;

veterans' payments;

pensions: retirement income and annuities;

alimony or child support payments;

regular contributions from persons net living in the household;

net income for self-employed farmers and business-persons, rental income and
royalties; . _

students regular part iime earnings; and

e other cash income.

Other cash income would include cash amounis received or withdrawn from investments,
trust accounts and cther resources, which would be avaiiable to pay the price of a child's
meal.

Certain items of income are not to be reported on the application. Such inceme includes
the following:

e food stamps;

e benefits received under the National School Lunch and Child Nuirition Acts;

e monies réceived by volunteers for services performed under such programs
authorized by the Domestic Volunteer Services Act of 1973, as amended,
military base housing or other subsidized housing, medical and dental services;
student fifancial (cash) assistance, such as grants and scholarships;
lcans; and
student earnings such as paper routes or babysifting that are not a regular part time
job. —

If the family is unemployed a figure must be given even if this figure is zero (0). The word
"none” is not accepted by United States Department of Agriculture (USDA).

When there is a temporary reduction of income, eligibility should be determined on the
present rate of income rather than on regular annual income. Persons may apply
immediately at the time of reducticn in income. Benefits become effective upon approval
of the Free or Reduced application. The approving official should issue temporary approval
of the application. The temporary approvai shall be in effect until the time of recurring pay.
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DETERMINING HOUSEHOLD SIZE

Basically, household size is determined by counting the number of related or unrelated
individuals who live in a dwelling and who share living expenses or meals.

Students who are temporarily away at school and who receive their primary support from
the family i.e., students attending boarding schools or colleges should be counied as

members of the household.

Military gersghnel not actualiyhf Iiv'irrwgr With ’ci_'le House.hdlc'j é‘re‘ nc.:nt considered a member of the
household for purposes of determining eligibility, but the money he/she sends to the
household is included in the household's income.

A foster child is a_child who is living with a family but who remains the legal responsibility
of the welfare agency or court. For purposes of determining eligibility, a foster child is
considered a household of one. [F - 30.5 page 14]

In cases where no specific welfare agency or court is legally responsible for the child; or
where the ¢hild js living with at least one natural parent, other relatives or friends of the
family, the child shall be considered to be a member of the family with whom he/she
resides, and the size and total income of the househcld shall be used to determine the
child’s eligibility.

An adopted child is a child for whom a family has accepted legal responsibility and is
considered to be a member of the household in which the child resides.

An institutionalized child is a child who resides in a residential-type facility which the state
has determined is not a boarding school. A child who is institutionalized is considered to
be a household of one and, in mosi cases, has no income. Only income a child earns from
full time employment and/or personally receives while in residence at the institution, may
be considered as income.

An older child, totally responsible for himself/herself, who does not reside as a member of
a household (but rather as a single economic unit) is considered a household of one.
Earned income and money from all other sources are considered income for such a child.

A student who atiends but does not reside in an institution is considered a member of the
household in which he/she resides. Eligibility must be determined by the household size
and income of that household.
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Foreign exchange students, refugees, aliens and citizens of other countries and/or their
dependent children are considered to be members of the household in which they reside.

The total household size and income are used in determining eligibility.
Whether or not the stepparent supports a stepchild, the child in this situation falls within the

definition of a household. Therefore, the total household income, including ADC or child
support payments to the parent, must be included in determining eligibility.

S e e T LT o P
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REVIEWING OFFICIAL'S RESPONSIBILITIES

The reviewing official is responsible for ensuring that applications have been classified
correctly by category of eligibility. If the reviewing official is authorized by the School Feod
Authority (SFA) to delegate the responsibility for reviewing appiications, then the person so
designaied shall be informed about pregram requiremenis and policy. Since the SFA
official who signed the policy statement agreement with the State agency ultimately is
responsible for the integrity of the approval process, the principal's signature stamp may be
used. A suggested alternative would be to place a statement in the school's files as to the
name and/ortitle of the.designee, . who would then be permitted to sign the applications
without having o use the principal's signature stamp. |

The reviewing official may request verification of informaticn submitted on any application
under the following circumstances:

e 2 written, signed complaint;
e illegible, incomplete or questicnable information on the application; and/or
e the United States Department of Agriculiure (USDA) required verification sampling.

Reviewing officials cannot sign the parent's/guardian's name to an application completed
by the parents or guardians but must return the application for the proper signature.

All households must be promgtly notified of their eligibility status. In making determination
regarding eligibility for meal benefis, increases in benefit levels must be made no later than
three (3) operating days from the final decision.

A fair hearing procedure shall be established for parent's appeals concerning eligibility
determination and for schoo! official's challenges. The Parent and/or guardian has ten (10)
days to appeal the decision of school officials. During an appeal or hearing, the student
shall continue to receive free or reduced price meals. Standard hearing procedures are
outlined in the Policy Statement [A - 30.2].

Indication of denial shall be sent to parents or guardians after receipt of the compieted
appiicaticn.

Other questions pertaining to free/reduced price meal policies are answered in the Eligibility
Guidance for School Meal Programs [F - 30.5].
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REVIEWING OFFICIAL'S COMPLETING AN APPLICATION

A reviewing official may complete an application for a student known to be needy if the
household fails to apply.

When exercising this option, the school official must compleie an application on behalf of
the student based on the best household size and income information available and make
an eligibility determination. The source of the informaticn must be noted. Social security
numbers of household members need not be secured and these applications may be
excluded.from vérification.. .The househaold must.be notified. that the student has been
certified and is receiving free or reduced price benefits.

This option is intended for use in individual situations and does not allow eligibility
determinations for categories or groups of chiidren.

QIISEPOOMUCO) - ' F - 8




PROVIDING MEALS PRICR TO APPLICATION APPROVAL

During the cpening weeks of school, before applications for the current school year are
received and approved, school officials shall serve free and reduced price meals or free
milk to eligible students. To assist with eligibility determination during the first days of
school, officials may use:

e applications on file from the previcus school year;

e self-certification of secondary siudents under special circumstances;

e new siudenis in a.school with older siblings that were approved for benefits the
previous year; and/or

e studenis that transfer within the county.

If students are provided free or reduced price meals or free milk in eligible schools (based
on the previous year's application approval) during the period prior te the current year's
application approval and are later determined to be ineligible, reimbursement may be
claimed at the free or reduced price rate for those meals aiready served.

If students are provided free or reduced price meals or free milk in eligible schools (not
based on the previous year's application approval} during the period prior to the current
year's application approval and are later determined to be ineligible, reimbursement may
not be claimed at the free and reduced price rate. These meals may be reimbursed at the

paid rate. I

0135 POOMI(CO) — F - 9




APPLICATION FILES AND WORKING LIST

Following the review and approval or denial of applications, a file of current applications and
working list of all applications shall be established and maintained according to:

1. Active fres

2. . . Activereduced .. . . .

3. Temporary free
Temporary reduced

4, Inactive free
Inactive reduced

5.  Denied

students wheose current household income definitely
indicates free status according to USDA Income
Eligibility Guidelines [F - 30.1]

students whose current household income definitely
qualifies them for reduced status according to USDA
income Eligibility Guidelines

siudenis whose current household income
indicates eligibility according to USDA Income
Eligibility Guidelines determined temporary based
on: unemployed or income from unemployment
compensation, weorker's compensation; seasonal
unemployment; temporary lay offs; strikes; temporary
use of public assistance; pending approval for public
assistance; zerc (0) income; or anticipated change in
income

students who have withdrawn or transferred

siudents whose current household income does not
meet the USDA Income Eligibility Guidelines

The temperary file of approved free and reduced price meal application must be reviewed
every two months through parent or guardian contact. The dates of such reviews, contacts
and the current status shali be noted on the application or the suggested form for updating
informaticn [F - 30.7] by the reviewing official. The working list shall be corrected, if
needed, io agree with the application classification.

A working list of students shall be maintained in the same order as the filed applications and
should indicate any status change and effective date.

All applications and documentation of action taken shall be maintained for three years plus

the current school year.
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COLLECTION PROCEDURE

A procedure to collect payments from students for meals must be established. The
procedure must prevent the overt identification of students receiving free or reduced price
meals and enable schools to obtain an accurate daily count of the number of free, reduced
price, fully paid and adult meals served under the school lunch and breakfast programs.
The collection procedure shall be approved by West Virginia Depariment of Education
(WVDE). The procedure is reviewed along with the county application for program benefiis.
[A - 30.2] Suggested methods of ceoilection may be found in the Policy Statement [A - 30.2].
Any variation in the suggested methads must be submitied in detail to WVDE for approval

prior to implementaticon.
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DAILY MEAL COUNT (POINT OF SERVICE COUNT)

During the period of school breakfast and/or school lunch service, schools are required to
follow a system for counting, recording and reporting the number of meals served adulis
and students. The system shall provide an accurate daily record of the actual number of
student meals at the peoini of service which were served free and at the reduced price or
fully paid rate. The system shall prevent overt identification of students served free or
reduced price meals. Suggested methods of obtaining point of service meal counts may
be found in the Policy Statement. [A - 30.2] Any additional methods anticipated must be
submitted in detail to West Virginia Department of Education (WVDE) for approval prior to
implementation.

Systems which are accepted include:

¢ computerized peint of service;

¢ coded tickets collected on the line, counted by category;

e coded tickets which are punched or marked on the line used with a counter to
determine number of meals served by category;

e coded roster chacked at point of service; and

e calcuiator tapes used with other source documents such as coded ticket or student
numbper.

Systems which are not acceptable include:

tallies (slash marks ////);

memory (categorizing free and reduced meals by remembering student's eligibility);
different color tickets/tokens;

updated morning counts;

tray count; and

deduction (cash received divided by cost per meal, total meals minus free and
reduced equal paid, total meals minus paid and reduced equal free).

Schools must maintain, for a period of one year, source documents to verify number of
meals claimed for reimbursement.

In instances when second meals are served or sold, accurate identification of the student

receiving the second meal is required. All second meals must be recorded as
nonreimbursable meals.
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NONDISCRIMINATION

No discrimination shali be made against any student because of inability to pay, nor shalt
the student's name be published nor identification made in any other way. Students eligible
for free or reduced price meals shall not be required fo: ..

work for their meals;

use a separate lunchroom;

go through a separate serving line;

enter the lunchroom through a separate entrance;. .

eat meals at a different time; nor

eat a differént meal from the cne sold to students paying the full price.

It is not considered discrimination to serve meals to students in a separate location and/or
at a different time if the students are being disciplined for violation of school policies.
However, there must be no difference in treatment of students based on eligibility to pay for
meals. In no case shall a student be denied a meal or served a different type of meal as
a means of discipiine or as a result of discipline for violation of school policies.

It is not considered discrimination to serve a different meal to the student who requires
special consideration due to a disabling condition supported by a physician's statement.
The serving of a meal to a student with special dietary needs supported by a statement
signed by a recognized medical authority is net considered discrimination.
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STUDENT HELP

United States Department of Agriculture (USDA) regulations state that recipients of free cor
reduced price meals shall not be required to work for those benefits. However, they are not
prohibited from working voluntarily in the lunchroom. Some schools employ student helpers
in the lunchroom for monetary or other compensation. In these cases, parents of all
workers should be informed in writing that their children have volunieered to work. The
letter should state that for students who have been certified, continued eligibitity is in no way
dependent upon the student's working status. Additionaily, the letter should not be a part
of, nor attached to, the free and reduced price letter to. parents, application or notice of

approval/denial.

Students who work in the food service program can be given a free lunch. HoWever, free
or reduced price meal reimbursement may not be claimed unless the students' application
has been approved in accordance with their eligibility, either full price, reduced price or free.
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VERIFICATION
UNITED STATES DEPARTMENT OF AGRICULTURE (USDA)

The USDA income verification pilot project was authorized by P.L. 97-35 because of
evidence which suggested that applicant misreporting was a widespread problem which
was resulting in a substantial misuse of program funds. A major study conducted by USDA
Office of Inspector General in 1980 estimated $200 miilich in meal benefits were granted
erroneously each year due to applicant misreporting and 28.8 percent of the students
receiving free and reduced price lunches were ineligible for such benefits.

Each school food authority must verify a sample of the total number of applications
approved for benefits by selecting a sample through either randem or focused sample as
described on page F - 18. The sample must be taken from approved free and reduced
price applications on file as of October 31. An application is counted as one application
regardless of whether it is a muiti-child application or an application for one child. The
sample size depends on the number of paper applications, not the number of children
represented. Do not include students that were approved through Direct Certification.
Confirmation of eligibility must be completed by December 15. Sponsors may request an
extension by notifying the Office of Child Nuirition. The request must be received by
November 30. The Sponsors Summary Report [F - 30.17] must be submitted to West
Virginia Department of Education (WVDE) by January 10.
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APPLICATION SELECTION

SFAs shall satisfy the verification requirement by using either random sampling or focused
sampling.

Opticn 1 Random Sampling consists of selecting and verifying three percent of
applications on file. Procedures have been developed [F - 30.8] to provide a
method for the random selection of free/reduced applications. Documentation
of the random selection [F - 30.8] will be kept on file at the schocl.

Option 2 Focused Sampling consists of (1) selecting and verifying a minimum of one
percent of 1,000 of total applications selected from non-food stamp households

claiming monthly income within $100 or yearly incomes within $1,200 of the
income eligibllity limit for free or reduced price meals plus (2) the iesser of
one-half percent or 500 appilications of food stamp households that provide food
stamp case numbers in lieu of income informaticn. Procedures have been
developed [F - 30.10] to provide a method for the focused sampling selection of
freefreduced applications. Documentation of the focused sampling {F - 30.11]
will be kept con file at the school. Selection of Option 2 for verification purposes
shall be the responsibility of the WWDE or the SFA and not the individual schools.
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VERIFICATION PROCEDURES

To provide a uniferm method for obtaining information for verification, forms will be sent to
the household. The suggested letter [F - 30.12] should be duplicated on each school's
letterhead. The letier is o be accompanied by the parent information form, Proof of Income
[F-30.13].

Procedures for developing a consistency check for verification [F - 30.14] will provide a
uniform method for verifying informaiion on free/reduced meal applications.

Notations should be made on all applications reviewed indicating date and findings.

Following the consistency check, if there is a difference between documentation and
application, the household must be informed of the findings [F - 30.15]. This must be
accompanied by a new free/reduced price meal application. When the new application has
been approved the household shail be promptly notified. Increases in benefii levels must
be made no later than three (3) cperating days from the final decision.

When the new application has been denied or a reduction in benefits has occurred the
household shall be notified within fen working days. An appeal can be initiated at this time.

During the ten day period and continuing through the appeai process the student's status
remains the same.

If no response has been received within the ten days the household must be notified of a
loss of benefits. {F - 30.15a]

When the verification precedure has been completed, a School Surmmary Report [F - 30.16]
shall be sent to the School Food Authority (SFA) and a copy filed at the school.

The SFA shall compile ali Schoo!l Summary Sheets [F - 30.18] and send a copy of
Sponsor's Summary Report [F - 30.17] to West Virginia Department of Education (WVDE).
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/

RELEASE OF INFORMATION

Information obtained from families on the free/reduced lunch forms is to be used for
determining student's eligibility for meal benefits.

This information may also be used to determine eligibility for free textbooks, workbooks and
school supplies, and to provide student information to access Medicaid and Vocational and
Technical Education benefits. The release of this information may only be authorized by
the parent or guardian in Section VHl of the appilcation.

’ - F-18
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Chartesion, Yest Virginia 25305
Application for Free or Reduced Price Meals, and Fres
Terxthooks, YWarkbooks, and Educational Supplies

PART!: ENROLLED CHILDREN'S INFORMATION - 10 BE COMPLETED BY ALL APPLICANTS

CHILD'S NAME AGE SCHOOL, CENTER or CAMP GRADE HOMERCOM

PARTS I, Il AND [V: COMPLETE THE PART THAT APPLIES TO YOUR FAMILY

PARTI: FOOD STAMPS/AFDC HOUSEHOLDS NOW RECEIVING BENEFITS - If you recerve food stamps/AFDC, complete this part and sign
the application. .
Yeas, | raceiva Food Stamps for the childran listed in Past | My case number is:

__ Yes |recaive AFDC for the chikiren fisted n Part .

PART I FOSTER CHILD - 1f you have a foster child, samplats Ihis part and sign the applization,

Chiid's Name Chike's Monthly Persenal Use Incoma
PART IV: ALL OTHER HOUSEHOLDS - If yeu do not recews Food §tamps or AFDE, complete this part and sign ths application.

1. List @il members living in your household. Include parents, chikiren, grandparents and all people relaled or unrefated who live in your heusehoid.

2. List monthly ineame by category. List ingome (BEFORE TAXES) each person received [ast month and its sourcs, Example; Wages, Sogial Security,
Fansion, Retiremant, YWeHare, Chid ‘Suppott, of Alimemy

NAMES OF ALL OTHER AGE MONTHLY MONTHLY WELFARE, ALL
HOUSEROLD MEMBERS EARNINGS PENSIONS, PAYMENTS QTHER
(Cldmst to Youngest) FROM WORK RETIREMENT, CHILD INCOME
{Before SUPPORT, SOCIAL RECEIVED
Deductions) SECURITY, ALIMONY
TOTAL NUMBER OF PERSONS IN HOUSEHOLD MONTHLY INCOME (Befcre Caductions) §
PARTV: RACE/ETHNICTIDENTITY - You are not required 1o answer this question,
WHITE mon Hispanic ~ BLACK non Hisganic . HISPANIC
ASIAN or PACIFIC ISLANDER — AMERICAN INDIAN or ALASKAN NATIVE

NO CHILD WILL BE DISCRIMINATED AGAINST BECAUSE OF RACE, GENMDER, COLOR, NATIONAL ORIGIN, AGE OR DISABILITY
PART VI: SIGNATURE - An adult househcid member must sign this application befove It can be approved.
PENALTIES FOR MISREPRESENTATION - 1 ceriify \nat the informaticn provided |s correct and that all income was reperted. | understand that this information is
baing given for the receit of federal funds and that deffeerate misreprasentaticn of the informatian may subject me to prosecution under applicable state and federa)
law. .

It you do nat give a FCOD STAMP of AFDC cass numbar, Federal Law (PL 97 35) requires you to list the social security number of the househokd membar who signs
the application befcre your child may receive free or reduced pnce meals. You do net have to give @ social secunty number, but if you refuss, unkess you indicate
ysu have none, your child canngt recaive free of raduced pnce meals, The social securty number may be used io ientify you fer venfyng the information you repart
on {his application. The social securify nurmber may be relezsed to Medicad officlals for identification purpeses, Verification may inciude audits, investigations,
contacting (ha state employmant security sffice, food stamp or welfare office, employsrs, and checking the witten nformaticn provided by tha household to confimn
the information racaived, If incarrect mformaticn is discavered, a loss of berelits or iegal action may ecsur.

SIGNATURE OF ADULT: Pleasa Print

X

NAME:

ADORESS: -

SocTal Secunty Number of Signer or the word "NONE™

PHOMNE. (Heme) (Work)

DATE: .
Your appiication cannot be approved wilh-oul a Social S;acﬁrity Number or an Indication that you have "NONE",
FORINSTITUTION USE ONLY: Asproved for Free Texibooks, Waorkbooks, Scheel Supplies
Appreved:  Frea Meals Tamporary Free Reduced heals Turmpcerary Redused
Application Danied: Raason for Denial ;
SignaturesStamp of Appronng officlal, Date

PART Vil: OTHER BENEFITS - You do ne! have to complate (his zart to ge! free and reduced price meais,
Yes, schaoi officials may give my name, address, and Sccial Sacurity number io the Medicaid effice so thal they can send me information about getting
a Medicaid card for my child,

Yes, scheol officials may usa the information provided on this appilcation to cetermine my chidren's eligibility for free textbooks, workbooks, and other
school supplies.

Yes, school otficials may use the information provided on this appilcaian 'o determune my chitdrar's eligibility for special services and assistanca under
the Garf T, Parking Vocational and Techrical Education Act of 1350, ’

THE INFORMATION ON THIS FORM MAY BE USED ONLY TO ASSIST IN THE DETERMINATION OF ELIGIBILITY FOR THE PROGRAMS THAT [ HAVE
INDICATED | UNDERSTAND | WILL BE RELEASING INFORMATICN THAT WILL SHOW THAT | AM APPLYING FOR FREE AND REDUCED PRICE SENEFITS
UNDER THE NATIONAL SCHOOL LUNCH PROGRAN QFFICIALS FROM THE MEDICAID PROGRAM MAY VERIFY MY NAME AND ADDRESS. SCHOOL
OFFICIALS MAY VERIFY ALL THE INFORMATION ON THIS FORM | GIVE UP MY RIGHTS TO CONFIDENTIALITY FOR THESE PURPOSES CHLY.

| cartify that | am e parentguardian of the childiren) for whom applicalion s beirg rmads
SIGNATURE (Parent/Guardian} DATE

0T IIFQRMEZ
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DEAR PARENT CR GUARDIAN:

This leter i8 sant lo you sach yaar by your chik's school, cenler of camp, [t expiamns how your family can apply for free or raduced meals, free workbooks, free
texibooks and school supplies. Also, i allows you to indicate an Intersst in sharing this information with schoc! officials (o datermine yaur chis's sligibility to recaiva
vocalional sducation banefits, Additionally, it allows you to indicale an interest in receiving information on Madicaid,

MEAL BENEFITS: Reduced Price Breakfast = 30 cents Reduced Prica Lunch = 40 cants

MEAL BENEFITS FOR CHILDREN WITH DISABILITIES: Schools shal make substitutians In foods for children whose disabilities restrict their dist,
Far more informastion, contact school oliciasls,

MEAL BENEFITS FOR FOSTER CHILDREN: In censin cases, foster chitdren ara sligibla for free of reduced prcs meals regardisss of ncome. (£ you
have a foster child, please contact schoo! officials.

ELIGIBILITY

Look at the chart. Find your household size. HOUSEHOLD is: All persons, including parents, children, grandparents and all paopia relatad or unrelated who live
in your home and shars [hing ezpenses, Find your tol hovsehold incomae. TOTAL HOUSEROLD INCOME IS The income a1l Rousahokd marnbers mesive befora
laxes. This includes wages, secial secunty, pension, retirement, welfare, child supporl, alimony, or any other cash inccma,

INCOME GUIDELINES FOR REDUCED PRICE MEALS
July 1, 1885 - June 20, 1995

HOUSEHOLD TOTAL HOUSEHOLD INCOME BEFORE DEDUCTIONS:
SIZE YEARLY MONTHLY.
QNE ... ... $13.820. ..., .. e, $1,152
TWO e 18556 . ... .. ... ..., P 1,547
THREE .................. 23282 e e 1.541
FOUR ... .. . 28028......... e 2,335
FIVE .. ... 32,784 ..., e 2,731
SIX PG 37,800 . ... 3,125
SEVEN ... ... . 42238, . ...... i 3,520
EIGHT 48,872 .. e 3,515

For Each Additional
Househotd Member, ACD ., , A4736...... e 395

tyour tetal income is the SAME OR LESS or yau receive food stamps or AFDC for your chitdren, fill out the applicalion and ratum it to the school, conler or came.
You will ba notified if the application Is approved or denied,

WHAT IS A COMPLETE APPLICATION?

1. For a family receiving food stamps/AFDC, a complete application includes' child's ngma (Part 1), case number (Part 1) and adult signatura (Part V).

2. For a family keeping 2 foster child, a complete apptication includes. child's name (Par Ill}, child's personal use income {Pan 1) and adull signature (Part V),

3. For alf other households, a complate application includes: child's name (Pant 1), heusshokd members (Part V), monthly incame (Part V), source of income
(Fart IV, social secunty number of the aduft signing the application o the werd "NONE™ if you do not have cna (Fant VI, and adult signature (Part Vi),

PRIVACY

The information that vou sent will be used to determine or prave your chitd's aligidiity for free or reduced price meals, This infarmaticn may also be used for fras
textbocks, workbooks and cther schooi supplies. Yeur name and address rmay be shared with the Degartment of Heallh ard Human Resourcas to send yau Medicaid
information or with school officials to detemmine your child's eligibusty to receve vocational education benefils. If you want frae bocks, and ather schagl supplias,
Medicaid informaticn or vocaticnal education benefits for your chid, check the biznks in Part Vil an the form and sign Part Vit

PROQF OF INCOME

Thie information yeu provide may be chacked by the schodl, camp, or center's staff at any tims, You may be asked o sand information to prove your child is aligible
‘o racetva frae and reduced price meals,

REPORTING CHANGES
You must repert 1o your chidd's schooi, senter of camp!
1. Any change in your incame of $50 par month or $80C par year;
2. Any changs in your househoWd size, and
3. When you no longer recaive food stamps or AFDC for your child
FAIR HEARING

If you do not agrae with the decsion on your ¢hild's application ar tha procass used to prove ncome aigibility, yau may talk with schocl, canter or camp cfficials. Yeu
have the right 1o a falr hearing which may ba arranged with the county supanntencant, or center or camp diactor.

REAPPLICATION

Yaou may apply for benefits any time during the school year, if you should have 3 decreass in housshold income, an increase 0 househc!d size, or hesome
unemployed, fid aut an application a! that time

NONDISCRIMINATION
Children whe recaiva frea of reduced price meals are lreated the same as chidren who pay for meals. No child will ke discrminated against because of race, gander,

color, pational onigin, age, or disabillty in the operatian of the child nutntion programs. |f you baliave you have been discriminated agamst. weota to the Secretary of
Agriculture, Washington, D.C, 20250
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WEST VIRGINIA DEPFARTMENT OF EDUCATION
Charleston, West Virginta 25305 S
APPLICATION FOR FREE MEALS OR REDUCED PRICE MEALS
NOTICE OF APPROVAL, CHANGE OR TERMINATION OF BENEFITS

TO:

{Name of Parent, Guardian or Adult Househoid Member)

{Addrass)

FROM:

{Name of Scheol or Institution or Center)

Your Application forFree Meals or Reduced Price Meals for (name(s))

has been reviewed on the basis of the current Income Guidelines set by the United Siates
Department of Agriculture.

EFFECTIVE ON

Your application for free or reduced price meals has been denied.

Your applicaticn has been approved for free meals, and (in public schools) free
textbooks, workbooks, and insiructiona! supplies, pending a request for
verification.

Your application has been approved for reduced price meals, and (in public
schools) free texibooks, workbooks, and instructional supplies, pending a
request for verification.

Your application has been temporarily approved for free meals, pending a
request for verification.

Your application has temporarily approved for reduced price meals, pending
a request for verification.

Applicani(s) is/are eligible for free meals rather than reduced price meals.

REASON FOR DENIAL OR CHANGE IN BENEFITS

If you have any question, please contact your school or center.

You may apply or reapply for free or reduced meal benefits at any time during the school year.
Applications are available at the school, institution or center.

WWDE 43-10-20 Revised 4/95 1 0218tdr/POOMEX
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During the year, if there is a change either in your househoid's total income or in your household size,
you should notify your school, institution or center. A decrease in total income, an increase in family size,
unemployment or temporary layoff may make your participant eligible for free or reduced price meals.
Ali househelds with participanis who are receiving free or reduced price meals must nofify the
apprepriate official of any change in household size or of any increase in househgld income of over $50
per month.

The information you give in the Application process wili be used only for the purpose of establishing your
child's eligibility for free or reduced price benefits or for free textbooks and instructional supplies or for
Medicaid informaticn or Vocational Education benefits information if you have so indicated. The request
for Food Stamp, AFDC Case Number, SSi or Medicaid number does not mean that your benefits will be
changed. The number will be used only for eligibility determinations,

If your Application is denied or if it is approved for reduced price benefits rather than free and if you
disagree with the decision, you may discuss this with your schocl principal or institution er center director.
If, after such discussion, you wish further review of the decision, you are entitied to a fair hearing. A
request for a hearing may be made either by letter or by telephone. Please contact your county
superintendent, or in the case of a private school, your school director, or the spensor of the child care
center, home or institution.

Program benefits and service are available to all participants, without regard to race, color, gender,
disability, age or national origin. If you believe ycu have been discriminated against because of race,
color, national origin, age, gender or disability, wrile to the Administrator, Food and Consumer Service,
UUSDA, Park Center Drive, Alexandria, Virginia 22302.

WAVDE 43-10-20 Revised 4/95 2 03181NF OOMEL




ELIGIBILITY
o GUIDANCE

' FOR SCHOOL MEALS




This manual contains information on Federal pclicy. regarding the deter-
mination and verification of students’ eligibility for free and reduced
price meals in the National School Lunch Program, the School Break-
fast Program, and the Commedity School Program. These policies alsc
apply to the determination of gligibility for free milk under the Special
Milk Procgram. Policies in your State may vary. State agencies may
instifute State policies that do not conflict with the Federai require-

ments. Check with your State agency if there are any questions re-
garding State poticy.

All U.8. Department of Agriculture Programs are equal
cpportunity programs. If you believe ycu ar anyone has
been discriminated against because of race, color,
national origin, sex, age, or handicap, write immediately
1o the Secretary of Agriculture, Washington, DC 20250.

August 1991
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Introduction

This manual contains information on determining students' eligibility for free and
reduced price meals in the Nationa! School Lunch Program, the Schocl Breakfast
Program, and the Commoedity School Program. [t is also applicable for scheols in the
Special Milk Program that serve free milk to eligible students.

State agencies, school food authorities, and schoo! officials that claim reimbursement
for free, reduced price, and paid meals under USDA programs must ensure that they
have adequate documeniation on file to support the claim. School food autherities
that participate in the Special Milkk Program and that have slected to serve free milk to
eligibie children are required fc have the same documentation as that for free meals
except where noted.

it is the intent of Congress that nutritious meals or milk be available to all schoclichil-
dren regardiess of the household’s ability to pay. USDA has regulations (7 CFR Part
245) that carry out this intention. State agencies and school food authorities enter
into agreements to operate meal programs and to cemply with these USDA regula-
tions. However, State agencies may Institute additional State policies that do net
conflict with the Federal requirements.

Each of the forms, applications, statements, netices, letters, and worksheets men-

ticnad in the manua! are provided in a separate package to the State agencies.
Centact your State agency for copies.
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Part 1
General Requirements

All schools participating in the federally-assisted National Schog! Lunch Program
(NSLP}, School Breakfast Program (SBP), Special Milk Program {SMP) or Commedity
School Program must make meals ¢r milk available to all students in attendance who
wish to participate in the program(s).

All schools participating in the NSLP, S8P, ¢r the Commedity School Program must
make free and reduced price meals available to sligitle students, and all schools
participating in the free milk option of the SMP must make free milk available fo
eligible students,

State agencies (SA) and schocl food authorities (SFA) must provide free and reduced
price benefits in accordance with the provisions explained in this manual. Authority
for these requirements is found in the Code of Federal Regulations, 7 CFR Part 248,
and other applicable Food and Nutrition Service and Departmental regulations.

SAs must issue free and reduced price poiicy guidance 1o 8FAs and any other
instructions necessary (o ensure that SFAs are aware of Federal and State require-
ments periaining 1o free and reduced price meals and free milk.

Ta be eligible to receive reimbursement for meals and milk served, each SFA must
have an approved policy statement on file at the SA by October 15 of each year.

Once an SFA's policy statement is approved, the policy statement is considered part
of its SA-SFA agreement t¢ operate the programs.

See page 5 for the specific requirements for the policy statement.
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Policy Statement

Part 2
Free and Reduced Price Policy Statement

Each schooi food authority (SFA) participating in the National Schoo! Lunch Program
{NSLP), Schoo! Breakfast Program (SBP), or Commodity School Prcgram must have
an approved free and reduced price policy statement on file at the State agency (SA)
or the Food and Nutrition Service regional office (FNSRQO) by Cctober 15 of each
scheol year. Similarly, a free policy statement must be approved by the SA or
FNSRO for SFAs participating in the Special Miik Program (SMP) with the free milk
option. In lieu of separate policy statements for free milk and for free and reduced
price meals, SFAs may combine the statement for both meals and milk when some of
the schocls in the district participate in the SMP and others participate in meal pro-
grams. Specific instructions on the development of the policy statement and policy
approval process are provided to SFAs by the SA.

The free and reduced price pclicy statement must c:cntam, at a minimum, the
following:

— the official(s) designated to make eligibility determinations,

~ the income eligibility guidelines (IEGs) for the current schaool year, |

~ the specific procedures to accept applications for benefits,

—- a description of the method(s} used to collect payments from children paying
the full price of the meal or mitk or the reduced price of the meal which pre--
vents the overt identification of the children receiving free or reduced price

meals or free milk,

— an assurance that the school will abide by the hearing procedure and the
nendiscrimination pracicas, and

— a copy ¢f the application form and letter or notice to heuseholds.

The free and reduced price pclicy staternent should also contain a copy of the
foliowing:

» the media release;

- notice to households of approval cr denial of benefit;

» notice to hicuseholds of selection for verification;

« notice to households of adverse action; and

+ 1n SFAs that have opted to implement direct certification, a notice of eligibility under
direct certification.

Each SFA must have an SA-approved policy statement by Cctober 15, or reimburse-
ment will be suspended until a policy statement is approved.

F - 30.5e




Policy Statement
Renewal

At the option of the SA, an SFA may adopt its prior year's policy statement for the
current school year without submitting a complete policy statement with all attach-
ments each year. Under this option, an SFA must indicate that it is renewing its prior
year's policy statement and submit only the changes to the pricr year's policy for
approval, The SFA must indicate any changes frem the prior year and attach a
description of the change. In all cases, the SFA must have an approved policy
statement on file at the SA that accurately describes its current free and reduced price
policies.

The renewal must reflect:

+ changes made necessary by law/regulations;

= current IEGS; and

= changes made by the SFA, &.9., changes in collection procedurss, designation of
new appreving/hearing official{s), changes in precedures for accapting applications,
and revisions in the public release, notice to househoelds, or application for free and
reduced price meals/free milk.




Public (Media)
Release

Letter or
Notice to
Households

Part 3
Public Announcement About Benefits

Near the beginning of each school year, the public must be notified that the National
School Lunch Program (NSLP), Schocl Breakfast Pregram (SBP), Speciai Milk
Program (SMP), and/or Commodity Schoo! Program are available in your schoo! or
schoael district. This notice must include the eligibility criteria for free and reduced
price meals and/or free mitk. It must be provided to the local news media, the em-
ployment office, and any major employers who are centemplating large layoffs in the
attendance area of the schiool.

In school districts that implement direct certification, the notice may also include the
information that households currently certified to receive food stamps or Aid 1o
Families witth Dependent Children (AFDC) for their children will be notified of their
eligibility and that their children will be provided free benefits unless the household
notifies the school that they choose to deciine benefits. It must also say that food
stamp and AFDC households should net submit an application unless they are not
notified of their eligibiiity by a specified date determined by the school.

The public release must contain the same informaticn supplied in the letter or notice
to households, except that the public release must contain both the free and reduced
price income eligibifity guidelines {IEGs). However, a public release that only refers to
the SMP should not contain reduced price IEGS.

A State agency (SA) may make the public release on behalf of its school foed authori-
ties (SFA). If so, this must be stated in the free and reduced price policy statemnent
that is a part of the SA-SFA agreement. The free and reduced price policy statement
must specify exactly what responsibilities the SA will assume, such as sending the
public release to the local media, employment office, etc., and the names of the
schools affected by the policy.

Copies of the public release must be made available upon request to any interested
oerson,

Also at the beginning of each scheol year, letters or notices must be distributed to the
households of children attending the scheol. This letter or notice shouid tefl the
households that school nutrition programs are available and that meals may be
available free or at a reduced price, or that milk may be available free. An application
form must be included with the letter or notice.

The letter or notice should te sent to househelds of all scheolchildren as early as
possible in the school year so that eligibiiity determinations may be made and free
and reduced price benefits provided as socn as possible.

New students enrolling in & school after the start of the schoo! year should be pro-
vided a letter or notice and an application form when they enrell.
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The lefter or notice must contain the following information:

» In schocls participaling in the NSLP, SBP, or Commodity School Program, the
notice to households must contain only the reduced price guidelines with an
axplanation that houssholds with incomas at or below the reduced price limits are
eligible for either free or reduced price meals.

+ In schools participating in the S3MP with the free milk eption, the free guidelines
must be provided with the appiication.

+ In schools participating in the NSLP, SBP, or the Commodity Schosol Program and
also participating in the SMP with the free milk option for their split-session Kinder-
garten students, children in the split-session kindergarten must receive the free
milk guidelines, and the househclds of the other students must recaive the re-
duced price limits (with the explanation that households with incomes at or below
the guidelines are ¢ligible for free or reducad price meals). When a multi-child
application is used in such schools, both guidelines must be included in the notice
to households.

» Instructions on how a housshold may apply for free or reduced price meals or for
free milk for its children.

« An explanation that an application for free or reduced price benefits cannot be
approved unless it contains complete eligibility information as specified on page 10.

+ An explanation that households with chiidren who are members of currently certi-
fied food stamp households or AFDC assistance units may submit applications for
these children with the abbreviated information described on page 10.

= An explanation that the information submiited on the application may bs verified at
any time during the scheool year.

+ An explanation that:

— houssholds receiving free or reduced price benefits based on income and
household size information must netify scheol officials during the school year of
any decreases in household size and any increases in inceme over $50 per
menth or $600 per year, and

NOTE: The SA may establish a lesser amount.

— households that provide a food stamp or AFDC case number, in lieu of income
information, must notify the SFA of any termination of certification for receipt of
benegfits for such children under the Food Stamp Program or AFDC Program and
may complete another application listing income information.




Application
Form
Requirements

+ A statement that a household may apply for benefits at any time during the schoo!
year if thelr circumstances change.

« A statement that children of parents or guardians who become unemployed may be
aligible for free or reduced price meals or for free milk during the period of unem-
ployment.

+ A statement that foster children may be eligible for free or reduced price meals or
free milk regardless of the income of the households with whom they reside. The
SFA may wish to include instructions on how to complete the application for a
foster child.

= The following two statements must be included:

In the operation of child feeding programs, no child wzll ba discrimmated agalnst
bacause of raca, sex, color, naﬁonai origin, age, or handicap.

If you believe you have been discriminated against, you ahould write immediataly
to the Secretary of Agriculture, Washington, D.C. 20250,

« An explanation that a housenold may appeal the decision of the SFA with respect -
to the applicaticn using the hearing procedure described in the SFA’s free and
reduced price policy statement.

The SFA should inform households that the information they provide will be used only
for determining eligibility for meal or milk benefits and verification of eligibility.

Requirements for application forms and parent notification are changed frequently as
eligibllity requirements change. Contact your State agency for the maost current
requirements,

An application form must accompany the letter or notice to households. Unless the
SA or SFA is obtaining information directly froem the fcod stamp or AFDC office that
students are categorically eligible for benefits {see pages 38-40 of this manual for
more information on direct certification), households must apply for benefits for their

children. The application forms provided to households must meet the following

requirements:
+ The application must be ciear and simple in design.

+ The application must include clear instructions for submissicn of a completed
application.
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» The applicaticn must request that the household provide the following:

For Food Stamp and/or AFDC Houssholds:

-~ 'name of the ¢child for whom application is made,

~ forxd stamp or AFDC case number for tha ¢hiid for whom application is made,
- and

~ signature of an adult househoid member. B i .

For Cther Households (income Households):

— names of ali household members,

= arngunt of income racelved in the prior morth by each membpar and the
source of the incoma,

—-soclal security number of the adult housshold member wha signs the applica-
tion or an indication that the household member does not have one, and

— signature of an adult househoki member.

« The appiication form must contain: .

— a Privacy Act statement. That statement must address the following:
{1) ihe disclosure of a social security numbar is voiuntary, however, a social
security number is reguired for approval of the application;
{2) the social security number is required under provisions of the Natlonal
School Lunch Act; and
{3) what uses will be made of the social security number.

— the foster child statement, In certain cases foster children are eligible for free or
reduced price meals or free milk regardless ¢f the household’s income. f you
have foster children living with vou and wish {o apply for such meals or milk for
them, please contact us. In lieu of this statement, the SFA may inciude on the
form the instructions on how 10 apply for a foster child.

— a statement directly above the signature block to certify {1) that the person
signing is furnishing true information and to advise that perscn that the applica-
tion is being made in connection with the receipt of Federal funds, (2) that schoo!
officlals may verify the information on the application, and {3) that deliberate
misrepresentation of the information may subject the applicant to prosecution
under State and Federal statutes.

if the application is the only source of this data. If the application is not used for racial/

Additionally, the SA or SFA may wish to include a racial/ethnic identification question
ethnic data, an alternative method for collecting this infermation shouid be provided. .




Foreign
Language
Translations

When SAs and SFAs develop their own application to accommodate more than one
child in the heusehold (a multi-child applicaticn), the application must provide space
for identifying each child separately as a member of a food stamp household or AFDC
assistance unit. This is necessary baecause of the possibility of “mixed” househelds in
which some children may be pari of a focd stamp household or AFDC assistance unit
and scme may not. Those children who are part of the food stamp heusehold or
AFDC assistance unit must be given the opporiunity to apply under categorical

© eligibility criteria. However, 1o establish eligibility for those children in the household

who are not categerically eligible, all household names and household income
informaticn, including the amount of any AFDC assistance that is received, must
also be provided on the application.

Schools using the multi-child application should require the household to submit a
separate application for each foster child.

Where a significant number or propertion of the population eligible to be served in the
SFA nesds information in a language other than English, SFAs must make reason- -
able efforts, considering the size and cencentration of such population, to send
appropriate non-English language household letters or notices and applicaticn forms
to such households.

Schools are encouraged to provide househelds with assistance in completing applica-
tions through the use of personnel proficient in foreign languages.

11
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Questions and
Answers About
Applications

12

. Q.

How do | handle the distribution of applications for year-round schools?

Applications should be distributed on or about July 1 or soon thereafter so
that nouseholds are provided with currant eligibility criteria and so that
eligibility determinations are based on the current income eligibility guidelines
{IEGs).

May i provide applications at the end of the school year for parents to return
at the beginning of the next school year?

No. Households must be provided with the IEGs and other eligibility criteria
near the beginning of the schoo! year. The media release, household letier,
and application form must reflect any changes in the eligibility criteria.
Households must be provided with up-te-date eligibility information so they
are fully aware of the eligibility criteria to determine whether or not to apply.

May | distritute applications in the lunch line?

This is not recommended. If the appiication is distributed in the lunch line, all
students may not have access to the application,

May | distribute the applications to the children, or do | have to mail them to
the parents? May | announce that applications are available in the principal’s
offlce for any child or parent whe wants cne?

The school may distribute the applications and a letier or notice to the
children. They de not have te be sent in the mail. For example, the schooi
could include the application in a packet of school-related information ad-
dressed to the parent but carried home to tha parent by the student at the
beginning of the scheol year, Applications must be distributed in some
manner. A public announcement that applications are available and that
interested parties may pick one up is not sufficient.

Must | send applications to chiidren who were approved last year?

Schools are required to distribute applications at the beginning of sach
school year to parenis of all children in attendance at school. This reguire-
ment is designed to ensure that current income and househald size are
correctly represented each year.

EXCEPTION: School food authorities (SFAs) that elect to participate in the
Special Assistance Certification and Reimbursement Aliernatives are excep-
tions, These alternatives are known as Provision 1 and Provision 2. Under
Provision 1, an SFA of a school having at least 80 percent of its enrolled
children determined eligitle for fres or reduced price meals may authorize
the scheol to reduce annual certification and public notification for those




children eligible for free meals to once every 2 consecutive school years.
Under Provision 2, an SFA of a school that serves all enrolled students free
meals may reduce annual certification and public notification for free and
reduced price meals in that school to once every 3 years. Interested SFAs
should contact their State agency for further information.

In a computerized operatian, may | submit a pre-printed copy of last year’s
application for the household to confirm the accuracy of the application and
sign it? If not, what items may | preprint?

It is the household’s responsibility to complete the application. A scheol may
send households an application with the child’'s name, and the household’s
name and address preprinted on it. No other information required for eligibil-
ity determination may be preprinted.

Dces the racial/sthnic data collection question have to be included on the
application form?

The racial/ethnic identity question is not required to be on the application.
However, USDA regulations implementing the Civil Rights Act of 1984
reguire recipient agencies to have available for review racial/ethnic data
showing the extent to which minorities apply and are beneficiaries of feder-
ally-assisted programs. If the SFA does not collect this data in another way,
the application may be an efficient way to collect the data.

Do | have to provide foreign language translations of the application and
household letter or notice if | have translators available to assist the house-
holds in completing the application?

SFAs must send appropriate non-English language parent letters and
application forms to households if a significant number of enrolled children
come from households belonging to the same foreign language greup and
having limited English communication skiils. If the number of non-English
language househelds is not significant, the SFAs need not provide foreign
language transiations. Such SFAs are, however, encouraged to provide
assistance in filling out applications through the use of personnel proficient in
the necessary foreign languages.

F - 30.5% 13




Free and
Reduced Price
Reimbursement

Benefits Prior
to Processing
Applications

Application

Processing
Timeframe

Part 4
Processing of Applications

The schoeol food autherity (SFA) or school must have a valid application on file for
each siudent served & meal or milk meeting program reguirements that is claimed for
Federal reimbursement at the fres or reduced price rate. A valid application is one
that is complete and has been currently and correctly approved for free or reduced
price benefits.

EXCEPTIONS: Students who have been directly certified do not need to submit an
application (see pages 39-40 of the manual for more information on direct certifica-
tion). Also, residential child care institutions (RCCls) and bearding schools with
income information on file may document eligibility by other means. For more infor-
mation on this process, SFAs should contact their State agency (SA).

Before applications are processed for the school year, the SFA may only claim and be
reimbursed for free and raduced price meals or free milk served to:

— children from houssholds with approved appiications on file from the previous
year oo : - - T

—- new children in an SFA from households with chitdren who were approved for
banefits the pravious year except that g child's categoricai eligibility may not
be extended i a sibling o

— previously approved children who transfer from one schooi to arother under
the jurlsdiction of the samsa SFA. If the applications arg not centrally main-
talned, both the sending and the receiving school must maintain a oopy of rhe
fransfer student's application.

Applications from the prior year may only be used for the students represented by
these appiications.

Prior to processing applications for the scheol year, SFAs cannot claim or be reim-
bursed for free and reduced price meals or free milk served 1o new children who are
not part of households approved the previous year or to children who transfer be-
tween schools under the jurisdiction of difierent SFAS unless the receiving school
obtains a copy of tha prior year's application. Therefore, local school officials are
encouraged ioc expedite eligibility determinations for ail such new enrollees,

Applications from a prior year are only valid for the first 30 cperating days of the
school year (or earlier if specified by the SA).

Applications should be reviewed and an eligibility determination made within 10
working days of the recsipt of the application. Whenever possible, applications
should be processed immediately, particularly for new students who do not have
approved appiications on file from the previous year.
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Eligibility For a child to be eligible for frae or reduced price benefits, the child must have been
Criteria directiy centified or the household must have submitted a complete application and be
either categerically eligible or income eligible.

Complete Application — An application that contains all required information for
making an eligibility deterrnmation as described beiow

Categorical Eligibility ~ If food stamps or Aid to Families with Depandant
Children (AFDC} is recaived for a child, that child s automatically eligible for free
meals or milk whan the household submlts a complste application as described
balow.

Income Eligibility ~ A child from a household that submits a compiete applica-
tion and the sum of the reported income for the household is at or below the
Income eligibilily guidelinas (IEGS) is eligible for either free or rsduced price
benslits, as applicable. ‘

The determining official must review each incoming appiication to ensure that the
household has submitted & complete application. If the application is complete, the
official must then determine whether the household is catagorically eligible or income
eligible for benefits.

U.S. citizenship is not a condition of eligibility for free and reduced price benefits.
SFAs must apply the same sligibility criteria for citizens and non-citizens.

Complete A complete application must include all the fellowing required information befors the
Application determining officlal can make an eligibility determination:

Required information to determine categorical sligibility (for food stamp/
AFDC households):

— name of the chiid,
~ the appropriate food stamp or AFDC case number, and
~ signature of an adult househeld member, -

18




Computation of
Current Income

Required information to determine Income eligibility (for non-food stampf
non-AFDC househoids): L o
— nramaes of all household members including the chikd for whom appl:cahcn ls
made;
— social security number of the aduit who signs tha application or an indication
that the housshold member does not have a social security number;
— the current amount of income raceived by each household membar Identified
by the Individual who recaives it, and the source of the income, such as
wages, welfare, alimony; and -
— signature of an adult househokd member. :

Required information to determine income ellgibllity for fostar children:

— name of the child,
— child’s personal incoma, and
— signature of an aduilt househeld member.

For children from food stamp or AFDC/income eligible households:

If a child is not & member of a food stamp household or an AFDC assistance unit but
resides in a larger housshold with other children who are food stamp or AFDC recipi-
ents, the application for that ¢hiid must include all informstion to establish income
eligibllity for that child, L.e., the names of all household members, the social security
number of the adult who signs the application or an indication that the household
member does not have a social security number, the amount of income received by
each household member identified by the individual who receivas it, the source
(including the amount of any AFDC or other welfare grant), and the signature of an
adult household member. Food stamp benefits are not counted as income. When
the SFA uses a multi-child application, the applicaticn would include both the food
stamp and/ar AFDC case number(s) fer the child{ren) who ara categorically eligible
and the household size and income information for househelds establishing income

eligibility.

The SFA must not delay approval of the application if the househald fails to provide
any information that is not required.

EXAMPLE: [f the household does not complete the racial/ethnic identity question, that
must not delay approval.

Each househeld must provide the amount of income received during the month
befare applying. Income must be identified with the individual who received it, and
where it comes from (such as wages, welfare, etc.). It is the responsibility of the
determining official to compute the household’s total current income and
compare the total amount to the IEGs.
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if cnly one income is given, compare that income to the relevant IEG for that
timeframa.

EXAMPLE: For a household of five that receives one paycheck each month, compare
their income to the monthly 1EG for a five-person household.

If all iIncomes are received for the same timeframe, add all the incomes together and
compare the total income to the IEG for that fimeframe.

EXAMPLE: if both parents in a family of three receive paychacks each week, add the
two incomes togeather and compara the total to the weekly IEG for a
household of three,

However, households may report incomes for different time periods (2.g., one
monthly, one biweekly, one weekly); the determining official should convert all re-
ported incomas t¢ the same time period (such as all {o a manthly ameount), and total
the incomes to determine total household Income. The official must then compare
this figure and the household size to the IEGs and determine the sligibifity of the
household.

Use this computation if you need to convert incomes: .

To compute monthly incom'a:

~ [fincome is received every week, multiply the total gross income by 4.33 to
determine the monthiy Incoms,

CET i it c# el e T ey === o Ham T

- !f incoms is reoerved avary iwo waeks mulﬂply the totai gross Income by 2. 15
o determina the monthly income.

— Ifincome is received twice a mpnth, multiply the total gross income by 2 to
determine the monthly incoms,

Application Categorically eligible (food stamp/AFDC) households:

Approval or Househeids that submit a complete application including a valid food stamp or AFDC

Denial case number for the child for whom application is made must be approved for free
bengfits.

School officials sheould familiarize themselves with valid food stamp/AFDC case
numbers used in their areas before beginning application approval. If there is any
doubt concerning the validity of the case number submitted on an application, the
school official sheuld contact local food stamp or AFDC officials. Applications with
invalid case numbers may not be approved.




Temporary
Approval

Income eligible (non-food stamp or AFDC):

Households that submit a complete application indicating total household income at or
below the income limits for free or reduced price benefits must be approved for free
or reduced price benefits, as appropnate.

Households that submit an incomplete appiication cannot be appréeved. If any re-
quired information is missing, the informaticn must be obtained before an eligibility
determination can be made.

To get the required information, the schoo! may return the application to the house-
hold or contact the household either by phone or in writing. The determining official -
should document the detzils ¢f the contact, and date and initlal the entry.

EXCEPTION: If ihe application is missing the signature of an adult household
member, the application must be returned to the household. In signing the applica-
tion, the household member is certifying that the informaticn on the application is frue
and correct.

Every reasonable effort should be made to obtain the missing information prior to
denying the application.

Households that are not caiegorically eligible or income eligible cannot be approved
for benefits.

If there are any inconsistencies or questions concerning the required eligibility infor-
mation provided, the household's applicatior must be denied unless the inconsisten-
cies or quastions are resolved. For instance, if it is unclear whether the househald
provided weekly or monthly income, this issue must be resolved before an eligibility
determination can be made. The official may contact the heusehold prior 1o denial,
document the details of the contact, and date and initial the entry.

If the appiication form specifies a frequency of income such as monthly, then an-SFA
may, in most cases, assume that the income listed on the face of the application is
received for that frequency unless the housshold has cited ctherwise. If the amount
appears to be inconsistent with the frequency, the schoo! official should follow up.

When a household reports zero inceme or a temporary reduction in income, eligibility
must be determined based on the present rate cf income rather than on regular
annual income. However, the approving official should issue temporary approval of
the application.

The timaframe for a temporary approval may vary depending on the household's
circumstances.
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Households
That Fail

to Apply
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EXAMPLE: I the primary wage earner expects to return to work in 2 weeks, the
temporary approval may be for a shorter time than if the primary wage
earnar has lost his or her job and has no prospects for a new one,

In general, a suggested time limit for temporary approval is 45 calendar days unless
otherwise stipulated by the SA. Atthe end of the approval pariod, the schocl should
contact the househeid te determine if the household's circumstances have changed.
if there has been no change, the scheol should document the contact and extend the
tempcrary approval. if the househeld's circumstancas have changed, the school
should send a new application {0 the household so that they may reapply for benefits.

EXCEPTION: Zero income on an application for a foster child or institutionalized child
18 acceptable and may be approved for the school year.

Eligibie chi dreﬂ should raceaive temporary apprﬁval in the lollovnng types of
aconomic situations: -

— temporary layoffs .

— sirikes {voluntary work stoppage)

— temporary receipt of public assistance (in cases where the apoiication speci-
fies receipt of public assistance for a fimited tims)

—~ zerc income, for whatever reasan (exoept foster children and institutionalized
children)

~ temporary disability.

Local officials may complete an application for a student known to be eligible if the
household falls to apply.

When exercising this option, the school official must complete an application on
behalf of the student based on the best househcld size and income information
available and make an eligibility determination. The source of the information
MUST be noted on the application. Names of hcusehold members, soclal security
number, and signature of an adult houseihold member need not be secured. These
applications should be excluded from verification. However, the housshold must be
notified that the student has been certified and is receiving free or reduced price
benefits.

This option is intended for limited use in individual situations and must not be used
to make eligibility determinations for categeries or groups of studenis.




Notification of
Eligibility
Determination

Changes in
Household
Circumstiances

Appeals

Recordkeeping

All ~ :

househclds Houssgholds denled benefits must be given written notification of

must be the denial. The notification must advise the household of: . ..

notified of T

their — the reason for the denial of benefits,

eligibility — the right to appeal, o

status. — instructions on how ‘o appeal, and o
- g statement that households may reapply for fre¢ and reduced

price benefits at any time during the scheol year. )

If approval for bengfits is based on income and household size, the household must
report increases in income of over $50 per month or $600 per year and any de-
creases in household size. When a household reports such charges, the SFA must
review the information, make any appropriate change in eligibility, and notify the
househeld.

If approval is based on receipt of fcod stamp or AFDC benefits, the household must
report when it nc longer receives benefits for the child. A household that reports such
a change and wishes to continue benefits for the child must complete a new applica-
tion and provide information to allow a determination of eligibility based on income,
i.e., household size and income and a social security number for the adult hcusehold
member who signs the application. The determining cfficial must review the informa-
ticn, make an eligibility determination, and notify the household of that determination.

A household may appeal either the denial of benefits or the level of benefits for which
they have been approved. When a household requests an appeal, the hearing
procedures outlined in the SFA’s free and reduced price policy statement must be
followed.

All free and reduced price applications, including applications from households denied
henafits and inactive applications, must be kept on file for & minimum of 8 years after
the end of the fiscal year to which they pertain, and they must be readily retrievable by
school, Files must be kept ionger if they are required by an audit. If audit findings
have not been resolved, the applications must be maintained as long as reguired for
resolution of the issues raised by the audit.

For applications from households approved for benefits, the determining official
should indicate the date each application is approved, and the level of benafit for
which each child is approved, and sign or initial the application.

For applications from households denied benefits, the determining officlal must
identify and retain on file the reaseons for the denial. Recerds should also include the
date of the denial, the date the denial notice is sent, and the name of the determining
official. These may be noted directly on the application.
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For changes in application status, determiring officials should note the change and
the date of the change on the application and on any rosters used, When a child
transfers to another school within the SFA, a copy of the application must be retained
at both the sending and receiving schools and the date of the transfer noted. Currant
applications must be on flle and there musi be records to support transfers of studenis
out of the scheool.

Applications may be maintained either at the school or at a central locatlon with a list
of eligible students maintained at the school. If an SFA elects to maintain applications
at a central location, applications must be readily retrievable by scheol, and the SFA
must ensure that changes In eligibility status and transiers in and out of the schoo!
are accuraiely reflscted on each school's list in a timely fashion as required by
regulations.




Questions and
Answers

Processing Applications

1.

Q.

How much judgment or discretion may a schoo! food authority (SFA) exer-
cise in determining whether a nousehold does or does not meet the eligibility
criteria for benefits?

Frequenily questions arise cencerning what is to be included as income and
what constitutes a household. The Elfigibility Guidance for Schoo! Meals
Manualis intended to provide guidelines for those individuals making eligibil-
ity determinations. The guidance cannot, however, address each individual
situation. Determining officials will cccasionally have te apply the broad
concepts set forth in this guidance 1o secme individual situations. If unusual
situaticns unlike any examples in the guidance arise, the determining official
should contact the SFA or State agency (SA), as appropriate.

How quickly should | process applications?

Applications for new students and cthers who cannot e provided meal
benefits based on the pricr yvear's eligibility should be precessed as quickly
as possible. For children with an application on file from the prior year, such
as retumning students and new students who had siblings in the school the
pricr year, an eligibility determinaticn should be made within 10 werking days
of the return of the new application, unless otherwise stipulated by the SA,

If a migrant or other household leaves the SFA late in the school vear, in
March for example, and returns ai the beginning of the next schoci year, may
the children be fed based on last year's application prior fo application
approval?

Yes, if the children were gligitle for benefits when the household lefi the
SFA,

If any item of required information is missing from the free and reduced price
application, may the determining official make an eligibility determination on
the basis of a sibling application or must he/she consider the application
incomplete and take followup actien?

A determining official may lock to a complete sibling apglication for any item
of required informaticn except Aid to Families with Dependent Children
(AFDC) or food stamp information. Since AFDC and food stamp categorical
gligibility is on an individual basis, the determining cfficial must either contact
the housshold for that infermation or consider the application incomplete.

The official may staple the incomplete and complete applications togsther. In
lisu of stapling the two applications tegether, the official may either photo-
copy the complete application and staple the photocopy to the incomplete
application, or transfer the information frem the complete application, initial i,
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and note the source of the information. The complete application must be
readily available for review.

If any item of required information is missing from the free and reduced price
application, may the determining cfficial complete the application for the
househeld using information derived from other records available to the
school?

No item of required information may be derived from a source other than the
heusehold or a sibling application,

A household voluntarily provided pay stubs that conflict with the income
information on the application. Accerding to the income information on the
application, the household is eligible for benefits. Howevar, from the pay
stubs, it appears that the household is net eligible. What should the detar-
mining cofficial do?

The submission of eligibility infermation that does not support the content of
the application must not affect the initial eligibility determination. The
determining officiai must approve or deny the appiication on face value and
notify the household of the initial eligibiiity determination.

However, whenever the household submits eligibllity Information, either
voluntarily or as required by the school, that does not confirm the leve) of
benefits for which the household has been approved, the school official must
take appropriate action, When this occurs at the time of application there are
twe options:

» The schoel may combine the notice of approval with the notice of
adverse action in a singie letter. This provides the household oppor-
tunity to resclve the discrepancy during the 10-day advance notice of
adverse action,

+ When the determining cofficial telieves that the housshold may hava
additional information substantiating the eligibility determination, the
school may comeing the notice of approval with the notice of selec-
tion for verification to give the household opportunity to submit
additicnal documentation to coniirm eligibility.

School officials are in the best position to datermine the appropriate action to
take. However, the incensistency must be rescived.

A household voluntarily provided pay stubs with the application but did net

write the amount of each perscn’s incoma on the application. All other items

were completed. According to the pay siubs, the housahold is eligible for .
benefits. What shoulid the determining official do?




10.

11.

12.

13.

Rather than denying the application or returning the application to the
household, the determining official may contact the househeld, by phone or
in writing, to ensure that the household submitted all documentation of
income. The official should document the contact, enter the information on
the application, and initial and date the action.

What is acceptable as an adult signature?

Any printad name or cursive signature appearing in the space following the
certification statement is an acceptable signature. We cannot expect all legal
signatures tc be cursive.

When using a single child application, if the adult signature is missing, can a
sibling’s application be photccopied and/or stapled to the application missing
the signature 1o make a complete gpplication?

Yes, if the remainder of the information is the same and if the child whose
application is missing information is listed as a household member on the
sibling application.

Several applications, nene of which is complete, ars submitted from the
same heousehold for different children. How many sibling appiications can be
used 1o generate a complete application?

There must be at least one complets application in which the household
member has certified the information to be corract from which information
may be obtained to complete one or more sibling applications.

May the approval of applicaticns be delegated to a food service management
cempany along with other management responsibilities?

No. The determinaticn of eligibility for free and reduced price meals is an
SFA responsibility and may not be assigned to a food service management
company. Schocl officials are directly responsible for determining eligibility
and maintaining the confidentiality of the information on the application.

If a sibling was not listed on last year's application but comes from a family
with children who were gligible for free meals last year, can | claim free
reimbursement for that ¢child before applications are processad for the school

year?

Yes, the SFA may claim the same level of benefits for new children from
households with children whe were approved for benefits [ast year.

In a computerized operation, where the computer generates the determina-
tion, does the dstermining official have 1o sign or initial each application?
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Mo. The determining official may sign or initial and date a sheet of paper that
would then be attached to a batch of zpplications. However, the computer
system should be able to caplure the criginal date of approval and to update
the status of applications to account for transfers, withdrawals, terminations,
and other changes.

Complete Application

1.

Q.

Dces an emancipated child sign his/her own applications? s a social
security number reguired? ‘

An emancipated child who lives alone as a household of one or as a member
of a household with no adult household members must sign his or her own
application. No social security number is required since the emancipated
child is nct an adult,

Who signs the application for a foster child?

The foster parent or guardian or other official representative for the child
must sign the application for a foster child; howevar, the fester parents’ or

guardians’ income, houszhold size, and social security number are not .
needed on ths application.

Does income have to be indicated or the apglication for a foster child?

Yes. The child's income must be considered for the eligibility determination.
A foster child's income includes funds provided by the welfare agency that
are specifically identified by category for the personal use of the ¢hild, such
as for clothing, school fees, and allowances. In addition, other funds re-
celved by the child are included as income, for example, income a child
earns for full-time or regular part-time employment, and money provided by
the child’s family for personal use. |f funds are not specifically identified for
personal use, income should be listed as “0,” and the application should be
approved for a full year. This also applies to applications for children residing
in residential child care institutions.

What if there is no income listed on an appilication? Do | consider it as zero
or should | go back to the household for additional infermation?

If no income is listad on the application, the determining official should
contact the household for additional informaticn. [f the determining official is
unable to contact the household, the application must be denied because it
is incomplete.




5. Q. What if the racial/ethnic data collection question is not completed?

A. Parents’ provision of this information is voluntary, and failure to provide the
information must not affect the child’s eligibility for benefits. SFAs are
required to develop alternative means of obtaining racial and ethnic data for
applicants when such information is not voluntarily provided by parents on
the application.

6. Q. What applications may be considered for temporary approval?

A, Applications that may receive temporary approval include those from house-
holds affected by temporary layoffs, strikes, temporary receipt of public
assistance, and zero income. Zero income, however, may be acceptable for
a foster child or institutionalized child. Determining officials should use their
own judgement and consider temporary appraval for other questionable
situations.

7. Q. An application was approved for benefits and the household notified. During
a review of the applications later in the school year, the reviewer discovered
that the determining official had erred and that the information on the applica-
tion did not support the household's eligibility for benefits. What should be
done?

A. Whenever there is & reduction or termination of benefits, for whatever the
reason, households must be provided the 10-calendar-day written advance
notice of adverse action. When there is an increase in the level of henefits,
the household must be notified and the increase in benetit level provided
promptly.

8. Q. What kind of notice is recommended for children determined te be &ligible for
free or reduced price meals?

A.  Households must be notified of their eligibility for benefits. SFAs should
notify households of their child’s sligibility for free or reduced price benefits
either in writing or by phone. Households denied benefits must be notified in

writing.
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Maintenance of Applications

1.

Q.

If | have temporarily approved an application, and if after the tempaorary
approval period | know that circumstances have not changed, do | haves to
contact the household, or may | automatically extend the temporary
approval?

After each temporary approval peried, sach housshold should be contacted
again o offer the househoid an opportunity to report changes in housahold
size and income information.

May changes in the status of an application be maintained in a computer
instead of being noted ¢n the application?

Yes. Changas in the status of an application may be maintained in a com-
puter instead of being noted con the application. School officials must ensure
that the changes are readily retrlavable by schoe! and are provided to State
and Federal reviewers along with the applications during a review of the
applications.




General

Determining
Household Size

Part 5
Income Eligibility

To determine if @ household meets income eligibility requirements for benefits, school
officials must compare the household size and the total household income o the
income eligibility guidelines (IEGs). School officials may be asked by househol!ds for
guidance on whom to include as a household member or what te include as income
on the application for benefits. Although school officials may have to use thair own
discretion in some instances, the following guidelines are intended to provide assis-
tance in answering questions from households and in making income eligibility
determinations.

Household (Family) -

A group of related or unrelated individuals who are noi residents of an mstetutlon =
or boarding house but who are living as one eoonomrc unlt

Economic Unit

A group of related or unrelated peopls who share housing and/or all significant ~
income and expenses of its members. Generally, individuals residing inthe -
same house are an economic unit. However, mora than one économic unit may
reside together in the same house. Separate economic units in the same house
are characterized by prcratmg expensas and aconomic. Independence from one -
anather. :

Household of One : , -0

A one-person househald. This term applies to an emancipated child living alone
or as a separate eccnomic unit, a foster child, and an institutionalized child.

Special Situations

Adopted Child - An adopted child for whom a housshold has accepted legal respon-
sibility is considered to be a member of that household,

Child Attending an institution - A child who attends but does not reside in an
institution is considered a member of the household in which he/she resides.

Child Away at School - A child who is temporarily away at schooi (e.g., attending
boarding school or college) should be counted as a member of the household.
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Child Living with One Parent, Relative, or Friends - In cases where no specific
welfare agency or court is legally respensible for the child or where the child is living
with one parent, cther relatives, or friends of the family, the child is considered to be a
member of the househeld with whom he/she resides. Children of diverced or sepa-
rated parants are generaily part of the household that has custody.

Emancipated Child - A child living alone or as a separate economic unit is consid-
ered to be a household of one. In some cases, an emancipated child may be living
with relatives or friends, none of whom is an aguit. If the household is one eccnomic
unit, all income and household members must be included to determine eligibility.
Age is not a factor in defining an emancipated child.

Foreign Exchange Student - A foreign exchange student is considered to be 3
member of the househoeld in which he/she resides, i.e., the household hosting the
student.

Foster Child - A foster child is a child who is living with a househcld but who remains
the legal responsibility of the welfare agency or court. Such a child is considered a
hecusehold of one.

Institulionalized Child - An institutionaiized child is a child who resides in a residen-
tial-type facility that the State has determined is not a boarding scheol. Such a child is
censiderad a household of cne.

Joint Custody - In cases where joint custody has been awarded and the child
physically changes residence, the child is part of the household where be/she resides.
Therefore, the chiid’s eligibility could change monthly, weekly, or even dally depend-
Ing en the rotating time periods at each househoid. The schoo! food authority must
ensure that the child receives the tenefits tc which the child is entitled during pericds
of eligibility. - .
Family Members Living Apart - Family members living apart on a temporary basis
are considered household members. Family members not living with the household
for an extended period of time are not considersed members of the household for
purpeses of determining eligibility, but any money made available by them or on their
behalf for the household is Included as income to the household.

Reportable Income

Income Is any money received on a recurring basis, including gross eamed income,
unless specifically excluded by legislation. Specifically, gross earned income means
all money earned before such deductions as income taxes, employee's social security
taxes, insurance premiums, and bonds. Income includes the following:




Earnings from Work

Wages, salaries, tips, commissions, net income from self-owned busingsses and
farms, strike benefits, unemployment cormpensation, workers' compensation.

Weifare/Child Support/Alimony

Public assistance payments/weifare payments (Aid to Families with Dependent
Children, Ald to Dependent Children, General Assistance, General Ralief, ste.);
alimony or child support payments; BUT NOT FOOD STAMP BENEFITS.

Penslons/Retirements/Sccial Security |

Pensions, retirement income, social security, supplemental security income, and
veteran's paymants. -

Any Other Income

Net rental income; annuities; nat royalties; disabilily benefits; interest; dividend
income; cash withdrawn from savings; income {rom estates, trusts, and/or
investments; regular contributions from persons not living in the household; and
any othar money that may be available to pay for ihe child(ren)'s meals. -

Current Income
Households must report current income on a free and reduced price application.

Current income means income received by the household during the month prior to
application. [f this income is higher or lower than usual and does not fairly or accu-
rately represent the household's actual circumstances, the household may project its
annual rate of income based on the guidelines identifisd below,

Special Situations

Projected Income for Seasonal Vorkers and Ofhers - Seasonal workers, such as
migrants, and others whose income fluctuates usually earn mere money in some
months than in other months, Consequently, the previous month's income will
gommenly distort the household’s astual circumstances. In these situations, the
household may project its annual rate of income and report this amount as its current
income. [f the prior year's income provides an accurate reflection of the household’s
current annuai rate of income, the prior year may be used as a hasis for the projected
annual rate of income.
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Income for the Self-Employed - Seif-employed persons may use last year's inceme
as a basis to project their current year's net income, unless their current net income
provides & more accurate measure.

Self-employed persons are credited with net Income rather than gross income as
described here. Net income for self-employment is determined by subtracting busi-
ness expenses from gross receipts.

« Cross receipts include the total income from goods sold or services rendered by
the business.

» Deductible business expsnses include the cost of goods purchased, rent, utilities,
depreciation charges, wages and salarles paid, and business taxes (not personal
Federal, State, cr local income taxes).

+ Non-deductible business expenses include the value of salable merchandise usad
by the proprietors of retail businesses.

Net income for self-employed farmers is figured by subtracting the farmer's operating
expensas from the gross receipts.

- Gross receipts include the value of all products sold; money recelvad from the
rental of farm land, buildings, or equipment tc others; and incidental receipts from
the sale of items such as wood, sand, or gravel.

+ Operating expenses include cost of feed, fertilizer, seed, and other farming sup-
plies; cash wages paid to farmhands; depreciation charges; cash rent; interest on
farm mortgages; farm building repairs; and farm taxes (but not Incal, State, and
Federal income taxes).

Income from Wages and Seff-Employment - For a househeld with iIncome from
wages and self-employment, each amount must be listed separately. When there Is
a business loss, income from wages may not be reduced by the amount of the
business loss. If income frem self-employment is negative, it should be listed as zero
incomsea.

Income Exclusions

[ncome not to be reported or counted as income in the determinaticn of a household's
eligibllity for free and reduced price benefits includes:

« any cash income or value of benefits a househzld receives from any Federzl
program that excludes such income by legislative prohibition, such as the value
of food stamps provided under the Focd Stamp Program (see page 35 for a
complete iist)




- student financial assistance provided for the costs of attendance at an educa-
tionzal institution, such as grants and scholarships, awarded 0 meet educational
expenses and not available 1o pay for meals

» loans, such as bank loans, since these funds are only temporarily available and
must be repaid

» the value of in-kind compensation, such as military on-base housing or any cther
noncash senefit

« occasional earnings received on an irregular basis, e.g., not recurring, such as
payment for occasional babysitiing or mowing lawns.

Special Situations

Military Benefits - Military benefits received in eash, such as housing allowances for
military househelds living off base and food or clothing allowances, must be consid-
ered as income. An in-kind beneiii, such as on-base housing, is not counied.

Foster Child's Income - Only the child’s income is censidered for eligibility pur-
poses. The child's Income includes:

« funds provided by the welfare agency that are specifically identified by category for
the perscnal use cf the child, such as for clothing, schocl fees, and allowances.
Welfare funds paid to the foster parents identified by category for shelter and care,
and those identified as special needs funds, such as those for medical and thera-
peutic needs, are not considered as income. Where welfare funds cannot be
identified by categery, no portion of the provided funds is considered as income;
and

« other funds received by the child, including any income the child earns for full-time
or regular pari-time employment, and money provided by the child's family for
personal use.

Institutionalized Child’s Income - Payments from any source directly received by
the institution on a child's behalf are not considered as income to the child. Cnly the
income a child earns from fuil-time or reguiar pan-time employment and/or perscnally
receives while in residence at the institution is considered as incoms.

Child’s Income - The earnings of a child who is a full-time or regular pari-time
employee must be listed on the application as Income. However, occasional earn-
Ings. such as income from occasional babysitting or mowing iawns, should not be
listed on the applicaticn as income.
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Alimony and Child Support - Any money received by a househeld in the form of
alimony or child support is considerad as income tc tha receiving household. How-
ever, any money paid out for alimony or child support may not be deducted from that
household’s reported gross income.

Lump Sum Payments - Lump sum payments or large cash settlements are not
counied as income since they are not recelved ¢n a regular basis. These funds may
be previded as compensation for a loss that must be replaced, such as payment from
an insurance company for fire damage to a house. When lump sum payments are put
into a savings account and the househsld reguiarly draws from that account for living
expenses, the amount withdrawn is counied as incoms.

Garnisheed Wages and Bankruptey - Income is the gross income received by a
household before deductions. n the case of garnisheed wages and income ordered
to be used in & specified manner, the total gross income must be considerad regard-
less of whatever portlons are garnisheed or used to pay creditors,




Questions and
Answers

Income

Why is the off-base housing allowance provided to service persennel
counted as income when the value of on-base housing is not?

Income is defined as all cash received on a recurring basis. [n-kind benefits,
by definition, are not cash payments, and, therefore, are not considered as
Income for the purpose of determining free and reduced price eligitility.
School officials are not in a positicn to determine the value of in-kind ben-
efits, such as housing for clergy, cars for salespersons, employee medical or
dental benefits, etc. The income exclusion for in-kind benefits is uniform
threughout the scheol meal programs. To treat in-kind benefits provided to
military households difierently from in-kind benefits provided to the general
population would create an inequity. The fact that the value of military on-
base housing is mere readily identifiable than other sources of in-kind
benefits would not lessan the ineguity.

What payments from Federal programs are excluded from conslderation as
income by legislative prehibition?

(1) The value of assistance to children and their families under the Nationral
School Lunch Act, the Child Nutrition Act of 1866, and the Food Stamp Act of
1877, (2) reimbursements from the Uniform Relocation Assistance and Real
Property Acquisition Pclicles Act of 1870; (3) any payment to voluntesrs
under Title | (VISTA and cthers) and Title || {RSVF, foster grandparents, and
others) of the Damestic Volunteer Service Act of 1973 fo the extent excluded
by that Act; {4) payments to volunteers under section 8(b)(1)(B) of the Small
Business Act (SCORE and ACE); (5) income derived frem certain submar-
ginal land of the U.S. that is held in trust for certain Indian tribes; (6) pay-
ments receivad under the Job Training Partnership Act; (7) income derived
from the disposition of funds to the Grand River Band of Oftawa Indians; (8)
paymenis received under the Aiaska Native Claims Settlement Act; (8}
payments by the Indian Claims Commission to the Confederated Tribes and
Bands of the Yakima Indian Nation or the Apachs Tribe of the Mescalero
Reservaticn; (10) payments to the Passamaquoddy Trite and the Pencbscot
Naticn or any of their members received pursuant t¢ the Maine Indian Claims
Settlement Act of 1880; (11) student financlal assistance received under Title
IV of the Higher Education Act of 1965, including the Pell Grant, Supplemen-
tal Educaticn Opportunity Grant, State Student Incentive Grants, National
Direct Student Loan, PLUS, College Work Study, and Byrd Honer Scholar-
ship Programs, to the extent excluded by that Act; (12} Agent Orange
Settlement Payments to veterans, that have been exciuded under Public Law
101-201; and (13) payments received under the Civil Liberties Act of 1988.

Since programs are periodically added to the above list, school food authori-
tles should contact the State agency when there is guestion of whether
specific payments are to be included as income.
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What income is reported for students who reside in a residential child care
institution (RCCH?

Payments from any source, directly received by the institution on the child's
behalf, are not considered as income to the child. However, the money a
¢child personally receives or earns from any full-time or regular part-time
source is considered income.

Is an application with househo!d size and income information required for
students who reside in an RCCl and attend public schoo! during the day?

Yes. The day schoo! must have an application on file for each child for
whom a free or reduced price meal Is served and claimed for reimbursement,
regardless of the child’s place of residence.

Institutionalized children are not to be categorically certified as eligible for
fres or reduced price benefits. A record of each child's income, even if “0,"
must be identified on the application for iree and reduced price meals.

if the househoeld indicates $Q for income, is that sufficient?

"Zero income” is sufficlent for a temporary approval. Schog! officials should
confirm the coniinued eligibility of a zero income application every 45 calen-
dar days. However, some circumstances may warrant approval of a zero
income application for the school vear, sUch as for the foster ¢r institutional-
ized child.

if cna household cwns a housing unit and rents living space to another
household, does the household receiving the rental fee have to report this
amount gs income? ' :

Yes. Incoms includes money derived from rant of room(s), apartment(s), etc.
If 2 household receives rental income from ancther household, it must be
included as income. The treatment of rental income would be similar to the
treatment of self-employment income,

Household Size

1.

Q.

Whean foster paranis apply for benefits for their own children, do they include
their foster children as household members, and do foster parents include
the paymeants provided by the welfare agency for care of the foster children
as income 1o the household?

No. Since each foster child, including a preschool foster child, is a house-
hold of one, foster children are not included in the foster parents’ household.
Payments received by the household for care of the foster child are intended




to be used for the foster child and, therefore, are not included as part of the
foster parents’ income.

What if a child lives with his/her parents and is required to pay for room and
board? ls the child a separate househeld?

The child is considered to be a separate housshold only in those cases
where the child is living alone or as a separate economic unit. Separate
economic units are usually characterized by the prorating of most household
expenses. Most students paying room and board are usually paying a token
amount and are not economically independent of their parents and are
therefore not considered {0 be emancipated.

If two separate households rent living space {e.g., an apartment or house},
and one household gives its porticn of the rent to the other household which,
in turn, transmits the full rent to the landlord, does the renial income given to
the transmitting household count as rental income?

Ng. The transmitting household has not received inceme; rather it is per-
forming a simple financial transaction that does net provide it with additional
income.

What do | do it a child (s eligible for free meals, but the household wants to
pay the reducad price?

The schoal should respect the family's wishes and allow the child to pay the
reduced price charge. The application sheuld cerrectly reflect that the child
is eligible for free meals. However, the school should note on the application
that the family has elected to pay the reduced price charge. The meals
served to such a child must be claimed for reduced price reimbursement
since the school received the reduced price payment from the household.

How do | determine the sligibility of & household that has seme children who
are included under an Aid to Familieg with Dependent Children (AFDC}
assistance unit and other children who are not under the AFDC assistance
unit?

Chiidren in an AFDC assistance unit are categorically eligible for free ben-
efits. The application for such children need cnly contain the child's name, a
current AFDC number, and the signature of an adult household member.
The application for children in the same househeld who de not fall under an
AFDC assistance unit must include the information reguired of all other
househeolds, i.e., name of all household members; social security number of
the adult household member who signs the application or an indication that
the househcid member does not have a social security number: the amount
of income each household member receives and where it comes from
(including the amount of the AFDC or other welfare grant); and the signature
of an aduit household member.

F - 30.5u 37




Application
Requirement

Direct
Certification

Part 6
Categorical Eligibility

A child from a household currently certified to receive food stamps or from an Aid to
Families with Dependent Children (AFDC) assistance unit is categoerically eligible for
free benefits,

School food authorities (SFA) must provide a household applying for free and re-
duced price meals for their child the opportunity to indicate on the application that the
child is categorically eligible for free benefits.

When a household submits a complete application that contains: (1) the nams of the
child, (2) a current focd stamp or AFDC case number, and (3) an adult signature, the
determining official must approve the child for free meals or free milk, as applicazle.
No further application information is required.

In place of determining eligibility based on informaticn submitted by the household on
the application, the SFA may determine children as eligible for free meals or free milk
based on information cbtained directly from the State or local agency responsivle for
the adminisiration of the Food Stamp Program or AFDC Program. That agency may
previde information that a child is a member of & household currently certified to
receive food stamps or an assistance unit currently certified to receive AFDC benefits.

State agencies (SAs) and SFAs interested In implementing the direct certification
provision should contact the State or local office that administers the Food Stamp
Program or AFDC Program to enlist its cocperation, identify the information that is
avaitable, and establish a system for obtaining the information to satisfy the documen-
tation requirements for direct certification.

SFAs must have SA approval to implement the direct certification provision, and SAs
must ensure that SFAs’ plans include the feliowing:

» Documentation for those children certified as eligible by direct ceriification, which
includes names of children from households currently certified to receive food
stamps or AFDC; specific identifying information, such as the children's birth dates,
addresses, parents’ names, social security numbers or other appropriate personal
Identifiers that will match the names of children identified by the feod stamp/AFDC
oifice with the names of the children attending schools in the SFA; the signature of
the responsible official certifying that the children are members of households
currently certified to receive food stamps or AFDC; and the date. Documentation
may be a computerized list or a letter provided by the food stamp or AFDC office to
the household to take to the school. The letier must contain the same information
as listed above and be an official document.

» The above documentation must be retrievable by school.
« A notice to households advising them that their children are eligible for free meals

or free milk, as apprepriate, and that no further application is required; that the
household should notify the school if they do not want their children to receive free
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benefits; and that the household must notify the school when they are no longer
certified to receive food stamps or AFDC.

» Letiers or notices and applications must be distributed to hcuseholds of alf children
at the beginning of the school year to prevent overt identification and to ensure that
no child is inadvartently excludad from participation.

+ School! food authorities that implement direct certification are not required to
send the letter or notice and application to those households eligible under
direct certification IF these materials are distributed through the mail, indi-
vidual student packets, or other method that prevents the overt identification
of children eligible for direct certlfication. Under this option, households eligihle
urider direct certification will receive a letter notifying them that their children are
eligible for free benefits, and cther houssholds will receive a parent letter or notice
with an apptlication form.

The letter or notice should say that households currently certified to recesive food

stamps or AFDC for their children will be notified of their eligibility and that their

chitdren will e provided free benefits unless the household notifies the school that

they chcose to decling benefits. The letter shouid also say that food stamp and

AFDL households should not submit an application unless they are not notified of .
their eligib'ility by a specified date determined by the school.

SAs and SFAs should be aware that while compliance with the above requirements is
sufficient for school year 1891-1882, procedures for schogt year 1852-1983 may
change as a result of the regulation comment process.




Definition

Exemptions from
Verification

Part 7
Verification of Eligibility for School Meals

Verification is confirmation of eligibility for free and reduced price meals und
the National School Lunch Program or School Breakfast Program. '

Verification must include sither confirmation of income eligibllity or confirmation
that the child is included in a currently certified food stamp househeld or Aid to
Familigs with Dependent Children (AFDC) assistance unit. At State or local ~
discretion, verification may alse include confirmation of (1) names of all house-
hold members; (2) social security numbers of ail adult household membears or an
indication that a housshold membar does not possass one; and (3) signature of
an adult member of the family, .

Verification efforts are not required:

for children who have been certified under direct certification procedures

in residential child care institutions (RCCls) except for applications for any day
students attending the institution

in schools in which the Food and Nutrition Service (FNS) has approved special
cash assistance claims based on economic statistics regarding per capiia income,
e.g., Puertc Rico and the Virgin [slands

in schools in which all students are served with no separate charge for food service
and no special cash assistance is claimed, i.e., nonpricing programs claiming only
the paid rate of reimbursement

in schools participating in the Special Milk Program (SMP)

NOTE: Schoois may choose not to count appiications for students in split-session
kindergarten programs participating in the SMP in meal program schools
when determining the verification sampie size.

of school food autherities {8FAs) in which all schools participate in ihe Special

Assistance Certification and Reimbursement Aliernatives except in those years in
which applications are taken for all students in attendance.
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Verification
Requirements

42

Annually, each SFA must select and verify 2 sample of applications approved for
benefits, unless the State agency (8A) assumes rasgonsibility for verification or the
SFA is otherwise exempt from the verification requirement under the exemptions
listed in the previous section.

SFAs must use either a “random” sampling methed ¢r “focused” sampling method 1o
select applications o be verified. However, the SA may require &ll its SFAs to do
either random or focused sampling. Check with your SA for this reguirement.

EXCEPTION: An 3FA may choose to verify all (100 percent) of the applications
received.

The required sample size is based on:

{1} the total numbker of approved applications on file on October 31, and
{2} whether the SFA employs random or fecused sampling for selecting the applica-
ticns to be verified.

NOTE: An application is caunted as one application regardless ¢f whetheritis
multi-child application or an applicalion for one child. The sample size
depends on the number of paper applications, not the number of chil-
dren represented,

RANDOM SAMPLING

Under random sampling, the SFA must verify a minimum of the lasser of 3
percant or 3,000 of the total number of approved applications. A random ssiec-
tion procedurs must ba used. - -




FOCUSED SAMPLING

Under focused sampling, the SFA must verify a minimum of:

(1} the lesser of 1 percant or 1,000 of the total number of approved applications
(both income and categorical). The sample is selected from income applica-
tions with total household income within $100 mornthly or $1,200 annually of
the income sligibility guidelines (IEGs) for free and reduced price meals;
PLUS -

{2) the lesser of .5 percant {one half of 1 percent} or 500 of the total number of
appiications that were approved based on categorical eligibility, selected
from applications with a food stamp or AFDC number.

EXAMPLE: - . o - e
300 income applications
200 categorical applications
150 diract carifications
50 total applications in the application pool

Remetnber, direct certifications are not included in the application pool.

{1} 500 iotal appiicalions x 01 =5
(2) 200 categorical applications  x .005 = 1
Total sample =8

(1) A sample of 5 applications must be selected from the 300 income applica-
tions, PLUS

(2) 1 from the 200 categorical applications.

Direct certifications do not need to be verified.

The SFA must complete verification of the minimum required sample size by Decem-
ber 15. Completion of verification is discussed further on page 54.

Verification must take place after the apglication has been approved even when the
SFA requires househoids to submit documentation of eligibility with the application.

F - 30.5x 43




Implementation

Random
Sampling

Although the required sample size under both random and focused sampling is based
en the number of epproved appiications on file on October 31, SFAs may begin
verification before this date. SFAs may project the number of approved applicaticns
that they anticipate will be ¢n file on Cctober 31, based on their experience. How-
ever, the SFA must compare this astimate with the actual number of gpplications on
file on Cetober 31 and increass the sample size if the total number of approved
applications on file exceeds the estimatz.

SFAs may verify mere than the required minimum sample (up to 100 perceni of all
approved applications) as long as the selection cf applications does not involve
discrimination against anycne on the basis of race, color, naticnal ¢rigin, age, sex, or
handicap. The SFA has an obligation to verify all questionable applications.
However, any verificaticn that is done for cause is in addition 1o the sample required
for either random or focused sampling.

The SFA must complete the verification process for all households that have been
notified of their selection for verification and have been asked to submit verification
information.

EXAMPLE: The SFA cannot select 5 percent of the applications on file and notify
those households of their selection with the hopes of getting 3 percent to
respond to fulfill the verification requirement,

The SFA must follow up with any housshold notified of their selection.

SAs that are assuming the verification responsibllity for any or all of their 3FAs may
use a method other than random or focused selection.

When calculating sample sizes, round all fractions or decimals upward fo the
nearest whole number,

Under the random sampling method, each application must have an equal chance of
being selected, including all categerical and income applications.

Required Random Sample Size and Selection

The minimum reguired sample size is 3 percent or 3,000, whichever is less, of all
approved applications on file on Cctober 31, A random sample should include beth
income eligibie and categorically eiigible applicaticns. Mo attempt should be made to
select only categorical applications.




Calculation and selaction of the minimum required number of applications in the
SFA to verify under random sampling:

Step 1. Count the total number of approved applications on file on Cetober 31.
Mulitiply the total by .03. Round decimals upward. Al'least one application must
be verified.

Example: 340 applications x .03 = 10.2 applications. Round upward to 11
applications. )

Step 2. Compare the rasult in Step 1 1o 3,000. The sample size is the lesser
number. - oo o

Example: In this exampie, 11 applications must be verified to meet the re-
quired sample size.

Step 3. Randomly select the required number of applications.

(1) A selection interval may be used. This can be accomplished by dividing the
total number of approved applications on file in the SFA by the sample size
to determine the selection interval.

Example: H there are 340 applications on file and 11 are required 1o be veri-
fied, divide 340 by 11 = 30.9. In this case, ihe selection interval is 31,
Number all the applications. Randomly select an application from the
total approved, and then choose every 31st application until 11
appiications have been selected.

{2) Another random method of selection would be to put all the applications in a
container and draw the required number of applications.

Under random sampling, at least one application must be verified.
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Focused In focused sampling, a minimum required percentage or number of applications

Sampling approved based on income eligibility must be selected for verification AND a
minimum required percentage or number of applications approved based on cat-
egorical eligibility must be selected for verification.

Required Focused Sample Size and Selection

For applications approved based on income information:

one (1) percent of the total numbper of all approved applications in the SFA or 1,000
applications, whichever is less (the calculation includes applications approved based
on income eligibility and those approved based on categorical eligibility);

select the 1 percent from applications that were appreved pased on household size
and income information and that indicate total househeld income within $100 {$1200
yearly) of the {EGs; PLUS

For applications approved based on categorical eligibility:

one-half (.5} percent of the total numker of applications in the SFA approved based on
categorical eligibility or 500 applications, whichever is less; .

select the .5 percent from the applications approved based on categorical eligibility.
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The calculation of the minimum required number of applications with income
information and the minimum numbear of applications with food stamp/AFDC
case numbers that must be verified in the SFA under focused sampling is as
follows: - :

Step 1. To determine the number of applications with income information that
must be verified, count the total number of approved applications on file on
QOctober 31. Multiply this number by .01, round any decimals up.

Example: 50 applications with ingome information plus 250 applications with
food stamp/AFDC case numbers = 300 total applications x .01 =3
applications. ‘

Step 2. Compare the result in Step 1 to 1,000, Tha required number of appiica-
tions with income information to verify is the lesser number. In this cass, 3
applications approved based on income eligibility must be verifiad.

Step 3. To determine the number of applications with {ood stamp/AFDT case
numbers that must be verified, count the number that were approved based on
categerical eligibility. Multiply this number by .005, round any decimals up,

Example: 250 applications with food stamp/AFDC case numbers x 005 =
1.28, round up to 2 applications.

Step 4. Compare the result in Siep 3 10 500. The reguired number of applica-

tions with a food stamp/AFDC case number to verify is the lesser number. In this™

example, 2 applications approved based on categorical eligibility must be
verified.

Step 5. Saparate the applications intc two groups: (1) the categorically eligible

applicants who provided a food stamp/AFDC case number; and (2) the appli- ~

cants who wers approved on the basis of income informatior. o

Step 6. From the group that reperted income information, select the required
sample size (as determined in Step 2) from applications with manthly incomes
within $100 or annual income within $1,200 of the income sligibility limits.

If there are more applications with monthly income within these limits than
needed to meet the minimum sample size, select the sample using any method
that is equitable and ensures that the same households will not be seigcted year
after year, :

If there are not encugh applications within the limits o meet the required minl-
mum sample size, complete the sample using those applications with monthly
income closest to the eligibility levels.
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If the total number of applications containing incoms information Is smaller than
the required minimum sample slze, verify all appiications approved ¢n the basis
of income information.

Step 7. From the categorically eligible group, select the sampla using any
mathod that is equitable and ensures that tha same household is not selected

each yaar.

For a focused sample, a minimum of one categorically eligible application and
one income application MUST be verified.

Verification at SFAs may require households tc provide information to verify eligibility for free and
the Time of reduced price benefits at the time of applicaticn. Schools electing this option are
Application cautioned that they must not allow verification efforts to delay the approval of applica-

tions; nor can schools disapprove applications based on information submitied for

verification. If an application is complete and indicates that the child is efigible for free

or reduced price benefits, the application must be approved. Cnly after the determi-

nation of eligibility has been made can the school begin the varification process.

Schools electing this option miust observe the following three steps: .

1. Notice to Household - Include z staiement in the notice 1o the household that
accompanies the application that, although the initial eligibliity determination will be
based solely on the application, households are required to submit verification of
eligibility information with the application.

2. Determination of Eligibility - As applicaticns are returned, review each applica-
tion to determine household eligibility based on the submission of a complete
application. Households must be informed of this initial determination of sligibility.
Lack of verification information or submission of verification information that
does not suppott ithe content of the application MUST NOT affect the initial
determination of eligibility.

3. Review of Verification Documentation and Notice of Adverse Action - Any
housshaold that falls to submit requested verification information by the date speci-
fied by the SFA or that submits verification information that does not support the
initial determination of eligibility must be sent a notice of adverse action, This
notice must include all the required items in the standard termination or reduction
notice, including giving the household 10 calendar days’ advance notice of the
termination or reduction of their benefiis.

NOTE: Step 3 may be combined with Step 2 so that the notice of initial approval
and notice of adverse action are combined in a single lettar.




Household
Notification of
Selection

Verification
Methods

Once households have been requested to provide income documentation, the SFA
must complete the verification process for these househaolds. If all households are
requested to provide documentation, SFAs are rasponsible for completing the verifica-
tion process for all households. Verification efforts should e completed within a
reascnable time.

When a household is selected for verification and is required by the SFA to submit
documents or other forms of evidence tc document eligitility, the household must be
sent a notice or letter informing them of their selection and cf the types of information
acceptable to the SFA. The letter cr notice must include the following:

+ that the household has been selacted for verification;

« that the household must provide the sccial security number for each adult house-
hold member or indicate that a household member does not possess one;

+ a Privacy Act statement (see page 10 for the Privacy Act requirements);

+ the types of acceptable information that may be provided to confirm current in-
come, including pay siubs, award letters from welfare depariments, social security,

and support payment dacrees from courts;

« that the household must submit documentation of income received during the most
recent month that Is avallable. [f this amount is unusual, the household should
contact the SFA for assistance in determining acceptable documentation;

- that the household may provide proof that the ¢hild is & member of a currently
certifiad food stamp household or AFDC assistance unit instead of providing
income information and social security numbers of aduit household members;

« that information must be provided by a date as specified by the 3FA and that
failure to do so will result in termination of benefits; and

+ the name and telephone number of a school official who can answer questions and
provide assisiance.

When the SFA uses agency records (see page 50, Agency Records) to verify eligibil-
ity, the latter or notice of selection is NOT required, since the household will not have
to provide documents and household cooperation will not be necessary.

Written Evidence - Written evidence is the primary source of eligibility confirmation
for all households including food stamp and AFDC households.
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Written evidence is most often an stubs from employers or award letters from
welfare dapariments or other government agancies submitted by the household
1o the verifying officials as contirmation of eligibitity. '

Acceptable written evidence contains the name of the household member, amount of
inccme received, frequency received, and the date the income was received. For
example, & pay stub with no dates would be insufficient.

Collateral Contacts - A collateral contact is a parson outside of the housshold who is
knowledgeable about the househoid's circumstances and can give confirmation of a
househeld's income or food stamp or AFDC status.

Coilateral contacts include employers, social service agencies, migrant workers'
agencies, and religious or civic organizations.

The verifying official should request a cellateral contact only in cases when the
household has not been able to previde adequate written evidence, .
The verifying official must give the household the opportunity t¢ designate the collat-

eral contact. However, the verifying official may select a ceilateral contact If the

heusehold fails to designate one or designates one who is unacceptable to the

verifying official. in either case, no contact may be made without first notifying the

household and obtaining their permission.

All cellateral contacts are 1o be documentad, dated, and initialad.

Agency Records - A household's eligibility may be confirmed through the use of
information maintainad by other government agencies to which the SA, SFA, or
school has legal access. Although USDA regulations do not require that households
be notified of selection when verification is made threugh agency racords, such
agencies may have their own notification reguirements.

Cne source of agency records is the wage and benefit information maintained by the
State employment agency if that information is available to the verifying official. Such
records are State records, and the release of information maintained by State employ-
ment offices is governed by State law.

The SFA may also submit the names and case numbers of categorically eligible

households to the local food stamp or AFDC office. Food stamp or AFDC offices are
permitted to release eligibility information from their files to cther Fedaral assistance

programs and federally-assisted State programs. .




Verification
of Income
Eligibility

When using agency records, the SFA should request information for the mest recent
month available. Households that dispute the validity of income information acquired
through systems cof records must be given the opportunity to send more recent
income information during the 10-calendar day pericd of advance notice of adverse
action (see page 55).

Request for Writien Evidence

The notification of selection for verificaticn must include a request for the household
to submit written evidence of current income for all household members and the
social security number of 2ach adult household member 21 vears of age or older,

Cne of the following three situaticns will result:

1. The houszhold submits the required social security numbers and written evidence
of current income that confirms the eligibility determination previcusly mads.,
Verification is considered complete.

2. The household submits the required socia! security numbers, and written evidence
of current income that shows the household's eligibility should be for either a higher
or lower level of benefits than the eligibility determination previously made. Veriti-
cation is considered complete when the letter cf adverse action is sent or the
household is netified that its benefits will be increased.

3. The household does not respond to the reguest for income information and/or
social security numbers, or the househceld submits insufficient or obsolete writien
evidence. When either situation occurs, the SFA can do one ¢f two things:

a. School officlals may contact the household to request the missing written evi-
dence and inform the househeld that fallure to comply or to designate a collat-
eral contact will result in termination. If the housshold subsequently cooperates,
then either #1 or £#2 above would apply. OR

b. Schocl officials may terminate banefits to the household for failure to respond to
the request for written evidence or failure (o ccoperate with the verification
process. Verification is considered complete when the advance notice of
adverse action is sent to the household.

Verification Using Collateral Contacts
When the househoeld has besen unable to provide adequate written evidence, the

household may identify a collateral contact frorn which the SFA could obtain the
requested information, either orally or in writing.
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A collateral contact would not be expecied to provide social security numbers of the
adult househeld members, These still must be provided by the household.

The SFA will examine any writen infarmation provided by the collateral contact or
evaluate any oral iniormation. Based on this, either situation #1 or #2 discussed on
page 51 under request for written evidence will result.

If the collateral contact is unwiliing or unable to provide the requested information,
then benefits {0 the household should be terminated for failure to respond as dis-
cussed in #3 on page 51.

Verification Using Agency Records
A household’s eligibility may be confirmed through the use of information maintained
by other government agencies to which the SFA has legal access (5ee page 50 for

more details).

The SFA will examine the information received from the agency. Based on this
review, either situation #1 or #2 listed on page 51 would apply.

EXCEPTION: Households that dispute the validity of the information must ba given
the opportunity {o provide more recent income information during the 10-day advance
notice pericd of adverse action.

Advance Notice of Adverse Action

All households with children for whom benefits are to be reduced or terminated
must be given 10 calendar days' written advance notice of the changs. See
page 55 of this manual for the specific information the notice must contain. The
first day of the 10-calendar-day advance notice pericd is the Gay tha notice is
sent. ' :

Request for Written Evidence

A school can place the responsibility for verifying receipt of food stamps or AFDC
benefits an the household. The notification of selection must include a request for the
household 1o submit written evidence cf current certificaticn o receive food stamp or
AFDC benefits. Every time a household is approved for feod stamps or AFDC, they
are furnished with a letter of certification or notice of eligibility. Ths verifying officlai
should examine this netice of eligibility o ensure that the ¢hild for whom appiication
was made is part of a household currently participating in the Food Stamp Program
or AFDC Program. If a food stamp household has misplaced the notice of eligibility or
notice of cenification, a current *Authorization to Participate” (ATP) card is adequate
proof of current certification. ATF cards are usually issued once a month and are
immediately redeemable by the househeld at a bank or elsewhere for the actual food
stamps. :




A food stamp or AFDC document that does not specify the certification period is
not adequate for documentation. For example, the food stamp identification
card Is not accaptable because it usually does not have an expiration date.

A househoeld that dees net have satisfactory food stamp or AFDC documentation may
request a signed, dated letter from the foed stamp or AFDC office certifying that the
child is part of & household currently receiving benefits.

Verification is complete when the household submits adequate documentaticn of
current participation in either the Food Stamp Program or AFDC Program or a letter of
adverse action is sent,

Agency Records

Verification of eligibility for households that provided a food stamp or AFDC case
nurmber on the application may be accomplished by submitting a [ist of namas and
food stamp or AFDC case numbers to the local foed stamp or welfare office for
confirmaticn of receipt of benefits from agency records.

To facilitate the verification process, contact should be made with the local food stamp
or welfare office pricr to submitting such lists to discuss the methods by which verifi-
cation requests should be handled. SFAs that verify eligibility threugh the local food
stamp or AFDC office should do so as early as possible. This will ensure that there is
sufficient tirme for that office to respond to the request and sufficient time to acquire
other verification if households are identified as not currenily receiving food stamps or
AFDC or if the focd stamp or AFDC office does not respend in a timely manner. If
circumstances beyond the control of the SFA delay verification, the SFA may request
that the SA sllow an extension of the verification deadline. Any extension of the
deadline must be approved by the FNS regional office.

Verification is complete when the local food stamp or AFDC office certifies that the
househeld is currently receiving food stamps or AFDC or the schooi sends a netice of
adverse action.

Advance Notice of Adverse Action

When it is determined that the child is not part of a household currently receiving food
stamps or AFDC, the household must be given 10 calendar days' written advance
notice of termination and must be informed thal o continue school meal benefits they
must: ‘

« submit an application providing income information,

+ submit names and soclal security numbers for each adult household member, and
« submlt written evidence that confirms current household incoma.
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The first day of the 10-calendar-day advance notice peried is the day the notice
is sent. : ‘

Verification of the raquired sample size must be completed by Dacamber 15 of
each ysar. If the SFA believes that it will not meet thls deadiine, a writien
request for an extension must be submitted to the SA pricr to December 15,
This request must then be submitied t¢ FNS for agproval.

Verification of an individuzl application is complete when a househoid's eligibility for
the level of benefits for which it was approved is:

» confirmed or

» changed o a higher level of benefit or

+ gz letier of adverse action has been sent informing the househeld that benefits will
be reduced or

+ & letter of adverse action has been sent informing the househcld that benefits will

be terminated. .

Verification of a household's income eligibility for fres or reduced price meals must
result in cne of the following:

No change in benefit level - The household's current documentation supperts the
level of benetlis for which the househeld has been approved.

Reduction in benefit level - The household's current documentation identifies
income 100 high for the level of benefits for which the ¢hild has been approved.
Therefore, the household's eligibility must be changed from free to reduced price or
from reduced price to paid.

Increase in benefit level - The hcusehoeld's curreni decumentation qualifies the
household for free meals rather than reduced price meals, Therefore, the
househoid's eligibility must be changed from reduced price to free meals.

Termination of benefits - Free and reduced price benefits must be terminated for
househoids that do not respond o verification efferts or whose current documentation
does nct support eligibility for either free or reduced price meals.

If verification results in a change in benefit leve! or termination, the changse
must be extended to all children in the household who were determined eligibls
by information that no longer sugports the benefit level.




Notification of
Adverse Action

Benefits
During Appeal
of Verification
Resulis

Hearing
Procedure

if verification resulits in higher benefits {e.g., a ¢hild who is moved from the reduced
price to free category), this change is effective immediataly. Parents should be
notified through whatever channels the SFA uses to notify the household of approval
for benefits.

All iouseholds for whom benefits are to be reduced or terminated must be given 10
calendar days' written advance notice of the change.

The first day of the advance notice peried is the day the notice is sent.

The notice must advise the household of the foilowing:

~ the change in benefits,

— the reasons for the change, -

— that an appeal must be filed within the 10-day advance notice period to
snsure continued banefits while awaiting a hearing and decision,

— the instructions on how to appeal,

— that the household may reapply for benef;ts at any time dur:ng the schoo
year, and

- that food stamp or AFDC households may submit an app%tcatlon containing
household names and income information and provide written evidence of
current household income and the social security numbers of adult household
members.

When a household appeals & reduction or termination of benefits within the 10-
calendar-day advance notice period, the SFA must continus to provide the benefits
for which the child was originally approved until a final determination is made.

When a housshold does not appeal a reduction or termination of benefits during the
10-calendar-day advance notice period, the actual reduction or termination of benefits
must take place immediately after the 10-day advance notice perind.

The hearing procedure in the SFA's free and reduced price policy statement must be
followed.

The hearing official must be an individual who was not cennected with the approval or
verificetion process,

The household may request a school conference pricr to a formal hearing. Any such
conference must not prejudics a later appeal.

55
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Households affected by a reduction or termination of benefits may reapply for benefits
at any time during the schocl year. However, if benefits to a household have been
terminated and the household reappliss in the sams scheool year, it should be required
to submit income documentation or proof of paricipation in the Focd Stamp Program
or AFDC Program {such as a case number) at the time of reapplication. The SFA
may verify the households® eligibiiity prior to appreval. These are not considered new
applications.

Documentation must be kest by the SFA 1o demonstrate compliance with the verifica-
tion requirements when SFAs are reviewed by State or Federal reviewers, Documen-
tation would also be needed in case of an applicant’s appeal.

SFAs must maintain a descrigtion of their verification efforts. The description must
include:

« asummary of the verificaticn efforts including the selection process;
+ the total number of applications on file on Cctobker 31; and
+ the percentage or number of applications that are/wlll be verified by December 15.

In additicn, verified applications must be readily retrievable by school. For each
application the SFA must keep records of the source of information used to verify the
application such as the food stamp office, wage stubs, or collateral contacts. The
following information must be documented:

+ coples of all relevant correspondence batween the households selected for verifica-
tion and the SFA or scheol;

« if the application is verified by decumenis submitted by the household, the SFA
must retain either: (1) all documents submitted by the household; (2) reproductions
of those documents; or {3) in cases where the actual documents or photocepies
cannot be kept, the verifying official must make a written record of the documents
submitted by the household including the type of document, .g., wage stubs or
letter from an employer, income shown on the document, time peried of the in-
come, and the date of the document; and

« any changss In eligibility as a result of verification procedures, the reasons for the
changes, and the date the change was made.

SFAs should also record:
. any additional information necessary to show the efforts made by the SFA to mest

the verification reguirements, and
« the title and signature of the verifying official.




Questions and
Answers
About
Verification

What kind of written evidence is required for verification of 2 foster child's
application?

Scheol officials should contact the househeld in which the foster child resides
and ask for the name, agency, and phone number of the social worker
assigned to that child. A phone call to the social worker confirming the
child’s status as a foster child and the amount of money designated by the
agency for the child’s personal use is sufficient verification. The school
official should, however, document the phone conversation with the social
worker (identifying the social weorker, agency, phone number, status of the
child, and the child's perscnal-use income). Ancther approach would be to
ask the foster family for a copy of a writlen communication between the
foster family and the placement agency in which the status of the child and
the financial arrangement is stated. If the family is unable to provide such
information, a phone call tc the placement agency to confirm the child’s
status and income should be made prior to denying the child free meals.

What if an application is selected for verification, but the household transfers
out of the schoa! district before the information can be verified?

Verification Is considered complete when a household's eligibility for ths level
of benefits for which it was approved is either confirmed or the household is
sent g letter of adverse action. If a housahold selected for verification
transfers out of the district before the information can be verified, verification
cannot be completed. To meet the minimum verification requirements, a new
application must be selected.

What if | use other agency records and the agency does not provide a
response before December 157

Any extensions to the December 15 deadline must be approved in writing by
the Food and Nuirition Service. [f the school food authority (8FA) contacted

ancther agency well in advance of the December 15 deadling, it has deman-
strated good faith and would likely be given an extension,

How is overtime income counted for the purposes of verification?

The school official should work with the household to determins whether the
overiime for the month being verified is representative of avertime received in
other months. [f the overtime is a one-time or sporadic source of income,

income should be calculated based on the regular monthly income without
overtime.

Am | veritying eligibility at the time of application or current eligibility ?
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Verification is intended te establish current eligibility. When written evidence
or ccllateral contacts are the primary sources of information, the SEA must
require submission of income information for the most recent full month
that Is available. When using a system of recerds, the SFA may choose to
verily a recent month and the entire sample may be verified for the sams
month. Househalds that dispute the validity of income information asquired
through systems of records must be given the cpportunity to produce mora
recent inceme informaticn,

If a household is paid weekly and submits a pay stub for 2 week, must | go
back and ask for pay stubs for & whole month?

No. [f the weekly pay stub is representative of the what the household
normally receives each week, one pay stub is sufficient.

if an SFA chooses ¢ do 3-percent verification, must it select 3 percent of the
applications from each school in the SFA or is the sample selected from the
SFA as awhele?

8SFAs are requirad to select and verify a sample of their approved fres and
reduced price applications. The SFA as a whole must meet the 3-percent .
sample. This dces not mean that each school has to do 3 percent. The
sample may be selected from one or more schools or from the SFA as a
whole, provided that the verification efforts are applied without regard to
race, sex, color, national origin, age, or handicap. Also, any selaction
method must ensure that all applicaticns are sublect to being sampled; e.g.,
if the SFA has decided to select the 3-percent verification sample from only
one school in the SFA, all applications in that one school must have an
equal chance cf being selected. Also, if verification is done in only one
school, the same school should net be selected each year.

if my sample size is 4.2 applications, do | verify 4 or 57

Partial numbers must be rounded up to the next whols number. You must
verify 5 applications. :

If a larger sample is selected, such as 5 percent, does the 5 percent have to
be verified by December 157

Tha 8FA only has to meet the minimum sample requirements, i.e., 3 percent
unger random sampling, by December 15. The remaining 2 percent, while it
has to be compieted, may te completed after December 15 but as soon as
possible.




10.

Q.

Do we have to maintain the actual documentation from verification or just the
results of verification?

SFAs are required to maintain three things: (1) a description of their verifica-
tion efforts, (2) decumentation of the verification, and {(8) the resuits of the
verification. The description must summarize the selection process and
techniques, the total number of applications on file on October 31, and the
percentage or number of applications verified.

The applications selected must be readily retrievable by school, and the SFA
must document correspendence beiween the selecied households and the
SFA or scheol. If the application Is verifled by documents submitied by the
household, the SFA must either retain the documents or a photocopy, or if
that is not possible, the relevant information can be copied from the docu-
ment. If the SFA chooses to copy the information, encugh of a record must
be retained from the decument to verify eligibility, including the type of
document, e.g., ATP card or pay stub, time pericd of eligibility or income,
income shown on the document, and the date of the decument. If other
sources are Used to document eligibility, such as the food stamp office or
collateral contacts, records of those sources and the information received
must be documented as well.

The SFA must also keep a record of any change in eligibility as a result of
verificaticn procedures, the reason for the change, and the date the change
was made.

When an advance notice of adverse action has been sent 1o & household,
gan | claim reimbursemeit for that child during the period covered by the
advances notice?

Yes. The household must be given 10 calendar days’ advance notice that a
change is being made in the child’s eligibility status. During that time, the
child must continug to receive free or reduced price meal bengfits and the
SFA may continue to claim reimbursemeni for free or reduced price meals
served 1o the child during this period.
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Part 8
Glossary

AFDC Assistance Unit refers to any individual or group of indlviduals currently
ceriified to receive assistance under the Ald to Famities with Dependent Children
(AFDC) Program in a State where the standard of eligibility for AFDC benefits does
not exceed the income eligibility guidelines for free meal or milk benefits.

Categorical Eligibility means that any child whe is @ member of a food stamp
household or an AFDC assistance unit is automatically eligible for free meals or free
milk. Such households imust provide current food stamp or AFDC case numtbers on
the application for free and reduced price mezls or free milk to establish their categori-
cal eligibility, unless the school food authority has implemented direct certification.

' CFR stands for the Code of Federal Regulations. Child nutrition reguiations are
contained in Title 7 of the Code ¢f Federal Regulations.

Commodity School Program is the program under which participating schools
cperate a nonprofit lunch program and recelve donated food assistance in lieu of
generzi cash assistance.

Direct Certification is the process of establishing children’s categorical eligibility for
benefits by obtaining documentation directly froem the State or lecal foed stamp or
AFDC office that the children are from households currently receiving feod stamps or
AFDC benefits. Households determined eiigible for meal or milk benefits through
direct certifications are not required to submit & free and reduced price application to
the school.

Food and Nutrition Service (FNS) is the agency within the U.S. Depariment of
Agriculture that is responsible for administering the Nationa! School Lunch Pregram,
Schoo! Breakfast Program, Special Milk Program, Commedity Schoc! Program and
other food assistance programs.

FNSRO is the Food and Nutrition Service regional office.

Food Stamp Household refers to any individual or group of individuals currently
certified to receive benefits under the Food Stamp Program.

Free Meal is a meal served under the National Schoo! Lunch or Schoo! Breakfast
Program to a child from a household eligible for such benefits under 7 CFR Part 245
and for which neither the child nor any member of the household pays or is required
to work in the schoo! or in the school's foed service.

?

Free Milk is milk served under the Specia! Milk Program to a child from a househcld
eligible for free milk under 7 CFR Part 245 and fer which neither the child nor any
member of the househaold pays nor is required to work in the school nor in the
school's food service.
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Income Eligible means that any child from a heusehold whose current income is at
or below the househeld sizefincome [Imits set forth in the Income eligibllity guidelines
{IEGs) is eliglble for either free or reduced price meals or free milk, as applicable.
Such houssaholds must provide household size and income Information on the
application for free and reduced price meals or free milk to enable school officials to
compare the household information to the |EGs.

Income Eligibility Guidelines (IEGs) are the household size and income levels
prescrined annually by the Secreiary of Agriculture for determining eligibility for free
and reduced price meals and for free milk. The free guldelinas are 130 percent of
Federal poverty guidelines and the reduced price are 183 percent of poverty
guidelines.

National School Lunch Program (NSLP) is the program under which participating
schools operating a nonprofit focd service recaive general and special cash assis-
tance and donated food assistance in accordance with 7 CFR Part 210,

Qvert Identification means any act that openly identifies children as eligible for free
or reduced price benefits in the National Scheol Lunch Program, School Breakfast
Program, or Special Milk Program.

" Reduced Price Meal is a meal served under the National School Lunch Program or
School Breakfast Program to a child from a household eligible for such benefils under
7 CFR Part 245. The price of this meal must be less than the full price of the meal
and no more than 40 cents per lunch and 30 cents per breakfast, Neither the child
nor any household member can be required to work in the schoo! or in the school's
food service to supplement the cost of the meal.

Residential Child Care Institution {RCCIl} is gznerally any distinct part of a pubiic or
nonprofit private institution that {1} maintaing children in residence, (2) operates
principally for the care of children, and (3) if private, is licensed by the State or local
government io previde residential child-care services under the appropriats licensing
code,

School Breakfast Program (SBP) is the program under which participating schools
operating a nonprofit food service receive cash assistance in accordance with 7 CFR
Part 220. '

School Nutrition Programs {SNP) are the Naticnal School Lunch Program, School
Breakfast Program, Special Milk Program, and Commedity School Program.

School Food Authority (SFA) is the governing body that is rasponsible for the
administration of one or more schools and either has the legal autherity 1o operate the
program in these schools or is otherwise approved by FNS to operate the program,




Special Milk Program (SMP) is the program under which panicipating scheools
operating a nonprofit milk program receive cash assistance for each half-pint of milk
sarved in accordance with 7 CFR Part 215.

7 CFR Part 245 is the regulation governing the determination of eligibility for free and
reduced price meal benefits in the Naticnal Scheool Lunch and School Breakfast
Programs and for free miik in the Special Milk Prcgram.

Special Assistance Ceriification and Reimbursement Alternatives are the two
optional alternatives for free and reduced price meal appiication and claiming proce-
dures in the National School Lunch and School Breakfast Programs,

State Agency (8A) is either {1) the State education agency or {2) any other agency of
the State designated by the governor or other appropriate executive or legislative
autherity of the State and approved by USDA to administer the school nutrition

programs.

United States Department of Agriculture (USDA) is the Federal agency designated
by Cengress to administer the National Schoel Lunch, School Breakfast, Special Milk,

and Commedity School Programs.

F - 30.5hh 58




Food stamp case number will start with the letter of the alphabet. 1t could be:

F - for food stamp

C - for child assistance (there are different kinds of assistance)

U - for unemployment or cther severe need

B - for blind
A - for aged
D - for disabled

FOOD STAMP INFORMATION

The alphabet letter is followed by seven digits, a period or a dash, and two digits. The
two digits are county codes. The codes are as follows:

01 Barbour
02 Berkeley
03 Boone —
04 Braxton
05 Brooke
06 Cabell

07 Calhoun
08 Clay

02 Doddridge
10 Fayette
11 Gilmer
12 Grant

13 Greenbrier
14 Hampshire

C2A AP OOMEX

15
16
17
18
18
20
21
22
23
24
25
26
27
28

Hancock
Hardy
Harrison
Jacksen
Jefferson
Kanawha
Lewis
Lincoln
Logan
Marion
Marshall
Mason
Mercer

Mineral

28
30
31
32
33
34
35
36
37
38
39
40
41
42

Mingo
Monongalia
Monroe
Morgan
McDowell
Nicholas
Chio
Pendleton
Pleasants
Pocahontas
Preston
Putnam
Raleigh
Randoiph

43
44
45
46
47
48
49
50
51
52
53
54
55

Ritchie
Roane
Summers
Taylor
Tucker
Tyler
Upshur
Wayne
Webster
Wetzel
Wirt
Wood
Wyoming
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FREE OR REDUCED PRICE MEAL APPLICATION

INFORMATION UPDATE

(DATE)

Dear

was (were) temporarily

approved for free/reduced price meals.

The federal governmeni requires that we make a periodic review of all temporarily
approved meal applications.

Therefore, would you please chack the appropriate space and return this form as
soon as possible.

Program benefits and service are available to all participants, without regard to
race, color, gender, age, national origin or disability. If you believe you have been
discriminated against write to the Administrator, Food and Nutrition Service, United States

Department of Agriculture, Park Center Drive, Alexandria, Virginia 22302,

My income is still the same as it was on (date).

$ per month.

My income has changed. At presentitis $ per month.

Adult Household member's Signature

V202 dHPOOMER Revised 6/24
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. PROGCEDURES FOR SELECTING A RANDOM SAMPLE
OF APPLICATIONS FOR VERIFICATION OF
ELIGIBILITY FOR FREE/REDUCED PRICE MEALS IN SCHOOLS

OBJECTIVE: | To provide a uniform method for the random selection of free/reduced
meal applications for verification.

STEP 1 The school principal or designate (as assigned in writing) will number
consecutively each child's name on the free and reduced master list
including temporary applications by the close of the school day
October 31 (do not include students approved by direct certification).

STEP 2 Determine three percent (3%) of the total tc be verified
ROUNDING UP TO THE NEXT HIGHEST WHOLE NUMBER.

and 3 temporary reduced for a total of 115 eligibles.
115 X .03 = 3.45 applications
FOUR applications must be verified.

. EXAMPLE: Master list includes 90 free, 15 reduced 7 temporary free

In cases where 3% represents less than one application, the school
will be required to verify a minimum of one (1) application.

STEP 3 The principal/designate will place a duplicate set of numbers (numbers
only, ne names) in a container from which 3% will be drawn randomly.
Check numbers drawn against master list {o determine specific
application to be verified. Draw additional numbers if two or more of
the names drawn appear on a common application.

STEP 4 The selection procedure must be witnessed and documented. All
numbered lists, slips drawn and a brief written description of the
procedure including date, time and place must be kept on file in each
school.

0203t POOMEX
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FREE/REDUCED PRICE APPLICATIONS FOR

. DOCUMENTATION OF RANDOM SELECTION OF
VERIFICATION PROCEDURES

1. Schocol Year County

2. Name of School

3. Total number of approved applications on file at date of random selection (do not
include direct certification).

4. Three percent (3%) of total applications =

5. Person(s) making random selections (name and {itle)

. 6. Procedures for random selections (describe briefly).

7. Numbered list used for random selection is filed.

YES _

Principal (signature)

Witness (signature)

. Date

0204tdrPGUMER
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OF APPLICATIONS FOR VERIFICATION OF

. PROCEDURES FOR SELECTING A FOCUSED SAMPLE
ELIGIBILITY FOR FREE/REDUCED PRICE MEALS IN SCHOOLS

OBJECTIVE: | To provide a uniform method for the focused selection of free/reduced
meal applications for verification.

STEP 1 The scheo! principal or designate (as assigned in writing) will count all
approved applications, including food stamp househelds by the close
of the school day October 31.

STEP 2 Determine one percent {1%) of the total counted to fill the non-food
stamp sample size.

. STEP 3 Separate applications into two groups, non-focd stamps and food
stamps. Determine one-half percent (?%) from the food stamp group
rounding up to the next highest number.

STEP 4 From the non-food stamp group select the sample of households that
report monthly incomes within $100.00 below the income eligibility limit
and procead to verify.

STEP 5 From the food stamp group submit a fist of selected names and case
numbers to the focd stamp office for confirmation of current receipt of
food stamps or request a current "Notice of Eligibility" from household.

STEP 6 The selection procedure must be witnessed and documented. A brief
written description of procedures, including date, time and place must
be kept on file in each schoal.

G205t /PODMEX
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DOCUMENTATION OF FOCUSED SELECTION OF
FREE/REDUCED PRICE APPLICATIONS FOR
VERIFICATION PROCEDURES

1. School Year County

2. Name of School

3. Total number of approved applications on file at date of focused selection {do not
include direct certification).

4. One percent (1%} of total applications = to be verified.
5. One-half percent (1£%) of food stamp applications = to be
verified. -

8. Total number non-food stamp and food stamp applications to be verified

7. Person(s) making focused selections {name and title)

8. Procedures for focused selections (describe briefly).

Principal (signature)

Witness (signature)

Date

0206tdrP OOMEX _
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PROTOTYPE LETTER TO PARENTS/GUARDIANS

Date

Dear : .

Federal regulations require that information contained on three/one and one-half
percent of all approved applications for free/reduced school lunches be verified. These
regulations outline the information to be verified and acceptable documentation (proof)
which may be provided for verification purposes.

Through a random/focused selection process, an application approved for
(free/reduced) meals for _ {(name} on . 199__ (date}
has been selected for verification. Attached is information cutlining what must be provided
by you so that the application can be verified. Please read this information carefully and
submit the proper document(s) to me within ten days. FEailure {o provide this information
within the allotted ten day period will result in the loss of {(free/reduced) meals
for (name). ‘

Child nutrition programs are available to all children without regard to race, coler,
disability, national origin, gender or age. If you believe you have been discriminated
against because of race, color, national origin, age, gender or disability, write to the
Administrator, Food and Nutrition Service, USDA, Park Center Drive, Alexandria, Virginia
22302. If you require further information or need assistance, please call me at

Sincerely,

Principal

School

Street and/or Post Office Box

Zip Code

D20TPOOMEX
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SOCIAL SECURITY NUMBERS

If you do not show that you receive food stamps or AFDC for your child, you must show
papers that prove your income and you must list the social security number of each adult
household member. Write the word "none" if an adult household member does not have
a social security number.*
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*Privacy Act Statement: The National School Lunch Act requires that, unless you show
that you receive food stamps or AFDC for your child, you must provide the sccial security
number of each adult household member or indicate that the household member does not
have a sccial security number. Provision of a social security number is not mandatory, but
if a social security number is not provided for adult heusehold member who signs the
application or an indication made that the adult household member does not have a social
security number, benefits will be terminated. The social security number may be used to
identify household members in verifying the correctness of information stated on the
application and continued eligibility for the program. These verification efforts may be
through program reviews, audits, and investigations and may include contacting employers
to determine income, contacting a food stamp or welfare office to determine current
certification for receipt of food stamps or AFDC benefits, contacting the State employment
security office to determine the amount of benefits received and checking the
documentation produced by household members to prove the amount of income received.
These efforts may result in a loss or reduction of benefits, adminisirative claims or legal
acticns if incorrect information is reported. This information must be provided to the
attention of each adult household member disclosing his/her social security number.

U20TIPOOMEX =
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

PARENT INFORMATION
PROOF OF INCOME FOR FREE OR
REDUCED PRICE SCHOOL MEALS

DOCUMENT PROVING ELIGIBILITY FOR FREE/REDUCED MEALS

YOU ARE REQUIRED TO PROVIDE A COPY OF AT LEAST ONE DOCUMENT that
proves the eligibility of your child/children for free or reduced price meals. The instructions
below tell you which document(s) you need to provide. The document(s) will be kept
confidential.

1. | IF YOUR HOUSEHOLD RECEIVES FOOD STAMPS, you may provide ONE of the
following documents:

Food Stamp Certification Notice Letter sent to you by the Food Stamp
- Office.

OR

A letter from the Food Stamp Office stating that you receive Food Stamps.

OR

2. | IFYOU DO NOT DO #1 AND ADULTS IN YOUR HOUSEHOLD ARE WORKING,
you must provide one of the following documents for EACH working person:

A current paycheck stub;
QR

A pay envelope showing your total gross pay;
OR

A letter from the employer stating your total gross pay;
OR

Self-employved persons must provide a copy of a recent sales tax statement,
or FICA form or last quarterly tax estimate.

OR

(OVER)

020Std/POOMEX
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3. | IF YOU DO NOT DO #1 OR #2 AND NO ADULTS IN YOUR HOUSEHOLD ARE
WORKING, you must provide copies of documents for all sources of household
income.

IF SOURCE OF HOUSEHOLD YOU MUST PROVIDE:

INCOME IS:

Public Assistance (welfare, Your benefit notice from Welfare

AFDC) Agency

Unemployment Compensation Your notice of eligibility from State
Employment Security Office

Social Security/Black Lung Your SSI/Black Lung eligibility

SS! letter or your Social Security
Retirement benefit letter

Alimony or Child Support The court decree or agreement or
other documentation

Disability or Workmen's The disability award letter or

Compensation check stub

Veterans benefits The benefit notice from VA

OR

4. { IF YOU DO NOT DO #1, #2 or #3 AND YOU REPORT NO INCOME ON YOUR
APPLICATION, you must attach a brief note explaining in writing how your
household pays for focd, clothing and housing and when you expect to have
income.

You must provide this documentation to the school within ten (10) days.

Q203 POOMEX 2




PROCEDURES FOR DEVELOPING A CONSISTENCY CHECK FOR VERIFICATION

OBJECTIVE:

To provide a uniform method for verifying information on free/reduced
meal applications.

Depending on the household situation, the following consistency checks must be made
for each approved application selected:

STEP 1

STEP 2

020StdrPOOMEX

Approved applicants documenting food stamp eligibility

Check the documentation carefully against the application to ensure
that:

--the household names are the same
--the documentation is current for the month preceding the
month during which verification is initiated

If both of these conditions are satisfied, then verification is complete.

If the food stamp decumentation does not confirm the household's
participation in the program then follow-up is required. The parent
letter Difference Between Documentation and Application,
Exhibit 21, asks for either clarification or submission of a new
application to aveid termination of the child’'s benefits.

Approved applicants not documentiing food stamps but receiving waaes

Compare the documentation of total income to the income guidelines
for freefreduced price meals. If the amount falls within the appropriate
income guidelines, then verification is complete.

If the income on the documentaticn and the approval for free/ reduced
price meals are not consistent, reprocess the application based on
documented income. The student's eligibility may change. If the
student's eligibility changes, send the parent |stter Difference Between
Documentation and Application, Exhikit 21, with a new application to
the parent/guardian that notes the differences betweesn decumentation
and application and ask for clarification. The letter allows the parent to
provide furtner information or deccumentation or submit a new
apptication.

Attach a copy of this letter to the application in question. File these
inconsistent applications separately until the requested information is
received,

(OVER)
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STEP 3

STEP 4

0208t /POONENX

Approved applicants not documenting food stamps and not receiving

wages but documenting all sources of household_income

Upon receipt of the requested information and/or documentation, check
it for consistency. If the information/documentation passes the
consistency check, verification is complete. Refile the application and
update documentation in your original free/ reduced application files.

If this new information/documentation is not consistent with the
guidelines or if the parent does not comply within ten (10) school days,
the student's eligibility for free or reduced price meals must be changed
as specified in the letter to parents. :

Appreved applicants not documenting food stamps, wages or any
source(s) of income reporting in writing how their household pays for

foed, clothing and housing _

Review the written statement submitted with the application. Classify the
application reviewed as "temperary" and review within sixty (60) days.




PARENT LETTER

DIFFERENCE BETWEEN DOCUMENTATION AND APPLICATION

Date

Dear n .

We have reviewed the document(s) submitted as proof of income. The proof
checked below does NOT agree with the information on your application for free or
reduced price meals.

FOOD STAMP ELIGIBILITY

Wrong family

Not current for last month

Other

PAYCHECK STUB, PAY ENVELOPE, LETTER FROM EMPLOYER, SELF EMPLOYED
PROOF OF INCOME

Not current for last month
Income reported higher than on application

Income reported lower than on application

Other

BENEFIT NOTICE/LETTER OR COPY OF CHECK FROM

Not current for last month

Income reported higher than on application

Income reported lower than cn application

Other

021CQar POOMEX
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WRITTEN STATEMENT EXPLAINING NO HOUSEHOLD INCOME

Statement shows that there is income

Statement does not fully explain household conditions

Other
As a result of this difference, unless you can provide adequate proof of eligibility within ten
(10) davs (by ) or submit a new application {enclosed), benefits to
your child will:

Change from reduced price meals to free

This change will occur only if you contact the school by the date listed above to
explain the difference.

Change from free meals to reduced priced meals at $ for lunch and
$ for breakfast.
Be stopped.

This change will remain in effect until you provide the information required. If you have any
other proof to submit, please send it to the school and this decision will be reconsidered.
Failure to reply within ten (10) days will resulf in the change noted above.

You may reapply at any time during the schoo! year if your eligibility circumstances
changes.

If you no longer receive Food Stamps/AFDC Benefits you may submit a new Free/Reduced
application with confirming income information.

If you do not agree with this decision you may request a hearing by contacting
(hearing officer) at (county office).

If you request a hearing, your child will continue to receive free or reduced price meals until
the decision of the hearing official is made.

iIf you believe you have been discriminated against because of race, color, national origin,
age, gender or disability, write fo the Administrator, Food and Nutrition Service, USDA,
Park Center Drive, Alexandria, Virginia 22302.

You have ten (10) days from the date of this letter fo request such a hearing.

Sincerely,

School Principal

021013/ POOMEX 2




. PROTOTYPE LETTER TO PARENTS/GUARDIANS
FAILURE TO SUBMIT DOCUMENTATION

Date

Dear

You recenily received a letter dated

asking for proof of income related to free and reduced price meals that your child

receives.

. Since we have not received the information requested, a loss of (free/reduced) price

meal benefits will result as of {date).

Program benefits and service are available to all participants, without regard to
race, color, gender, age, naticnal origin or disability. If you believe you have been
discriminated against because of race, color, gender, age, national origin or disability,
write to the Administrator, Food and Nutriticn Service, United States Depariment of

Agriculture, Park Center Drive, Alexandria, Virginia 22302.

Sincerely,

Principal

0230EPOOMEX
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Office of Child Nutrition
Charleston, West Virginia 25305

SUMMARY REPORT TO COUNTY OFFICE
SCHOOL VERIFICATION FREE/REDUCED MEAL APPLICATIONS

Name of School

Method Used for Application Selection:
RANDOM SAMPLING NUMBER VERIFIED
FOCUSED SAMPLING NUMBER VERIFIED

Date of Application Selection for Verification

Date of Completion of Verification Procedure

Selection Procedures areon File atthe School YES____ NO

1. Total Number of Applications on File on Day of Application Selection (do not
include direct certification)

_FREE
REDUCED
TOTAL

2. Action Taken on Applications Verified

VERIFIED, NO CHANGE
FREE CHANGED TO REDUCED
FREE CHANGED TO PAID

- REDUCED CHANGED TO FREE
REDUCED CHANGED TO PAID

TOTAL

SIGNED - . , Principal

DATE _

21T NIPOOMEX
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Office of Child Nutrition
Charleston, West Virginia 25305
SPONSOR'S SUMMARY REPORT
SCHOOL VERIFICATION FREE/REDUCED MEAL APPLICATIONS

Name of Sponsoring Agency

County

Method Used for Application Selection:
Randem Sampling __ Number Verified
Focused Verified Number Verified

Date(s) of Application Selection for Verification

Date of Completion of Verification Procedure

Selection Procedures Are on File at the School Yes No

1. Tota! Number of Apptications on File on Day of Application Selection (do not
include direct certification}

FREE
REDUCED
TOTAL

2. Action taken on applications verified
VERIFIED, NO CHANGE
FREE CHANGED TO REDUCED
FREE CHANGED TO PAID
REDUCED CHANGED TO FREE
REDUCED CHANGED TO PAID
TOTAL

SIGNED DATE
Spensoring Agency

SUBMIT ANNUALLY TO THE WEST VIRGINIA DEPARTMENT OF EDUCATION
ON OR BEFORE JANUARY 10.

0292 POOMEX
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SAMPLE HOUSEHOLD NOTIFICATION FOR
DIRECT CERTIFICATION

Date-

Dear

(Farent or Guardian)

Your child{ren), listed below, has been approved to receive one free school
breakfast and cne free school lunch EACH DAY at school during the 1985-86 school year.
No further application is needed to receive these nuiritious meals.

Your household is automatically entitled to receive free meals at schooi because of
participation in the Food Stamp Program or Aid to Families with Dependent Children
(AFDC). If you do NOT want your child approved to receive free meals, piease write to
your school principal within ten (10) days stating that you refuse this benefit for your child.

Iif at any time your household becomes ineligible to receive food stamps or AFDC
benefits, you are required to immediately notify the school or the county board of education
of the change in eligibility. You may then request an Application for Free/Reduced Price
Meals and apply for school meals based upon family income and family size. Child
nutrition programs are available to all children withcut regard to race, color, disability,
national origin, gender, cor age.

Your enrolled child’s eligibility for meals at school will be kept confidential. The
scheol is eager to help the family to provide the best possible opportunities for your child’s
success. -

Sincerely,

County Food Service Directer

Name(s) of Child(ren):

JG1/010
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REPORTING PROCEDURE

A daily record of the actual number of meals and/or milk served siudents and adults shall
be maintained on Form WVDE 43-10-30-S (Daily Record of Program Operations) [G - 30.1]
completed according to instructions [G - 30.2]. The report must be detailed daily at each
participating school by a responsible person. The monthly claim for reimbursement is
based on information recorded on this report. The completed form is submitted to the
School Food Authority (SFA) on or before the fifth day of the succeeding calendar month
or as required by the SFA. A copy will also be filed at the school.

Computerized Enfries - Schools utilizing micro-computers shall maintain daily records of
meal service which provide identical information as that required on form
WVDE 43-10-30-S.

At the end of each month during which meals and/or milk were served to students, a
monthly financial report, Form WVDE 43-10-31 (Monthly Financial Report) [G - 30.3] is
completed by each participating scheol accerding to instructions [G - 30.4]. Schools in
counties with cenfralized purchasing and accounting do not need to complete the
WVDE 43-10-31 monthly. Financial data provided on this report is the basis for justifying
reimbursement payments. The completed repori is submitted to the SFA on or before the
fitth day of the succeeding calendar month or as required by the SFA. A copy will also be
filed at the school.

The SFA is responsible for sending copies of the five foliowing monthly or annual
consolidated reperts or appropriate computer printcuis io the respective WVDE
coordinafor: - - - ;

WVDE 43-10-30-S (Daily Record Of Program Operations) [G - 30.1]
WVDE 43-10-31 (Monthly Financial Report) [G - 30.3]

WVDE 43-10-30 (Monthly Claim for Raimbursement) [G - 30.5]
Sponsor's Summary Report (Verification) [F - 30.17]

WVDE 43-10-32 (Annual Report) [G - 30.8].

Gk WN =

All reports, inveices and other records pertaining to the Child Nutrition Program at both the
schocl and SFA level are to be maintained for three years plus the current year.
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REPORTING DEADLINES

WVDE 43-10-30 (Monthly Claim for Reimbursement) - Monthly claims for reimbursement

are due the 10th of the month succeeding the menthly pericd being claimed. Payment of
claims received after the cut-off date will not be paid until the following month. Claims
submitted after the federally mandated 60-day cut-off cannot be processed unless
authorized by the United States Department of Agriculture (USDA).

WVDE 43-10-31 (Monthly Financial Report) - Financial data is to be collected and
documented monthly .on the WVDE 43-10-31 (Monthly Financial Report), however,
submission of this infermaticn to the West Virginia Depariment of Education (WVDE) is
required quarterly on the following dates.

October 15th
January 15th
April 15th
July 15th

WVDE 43-10-32 {Annual Report) - The West Virginia Depariment of Education (WVDE)

will collect year-end infermation through the use of an Annual Repcert Questionnaire. The
guestionnaire will be mailed to each county board of education during the month of June.
Data collected on the questionnaire and information reported on the Monthly Financial
Report will be used to generate an Annual Repert. The Annual Repoert will be constructed
at the state level and sent to each county school board for verification by the county's food
service director and treasurer/school business official.

The correct and complete Annual Repoert shall be on file at the West Virginia Department
of Education (WVDE) prior to September 30th of the following fiscal year. Claims for
reimbursement will not be processed pending proper completion and acceptance of the
pricr year's Annual Report.
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REIMBURSEMENT PROCEDURE AND POLICY

Each School Food Authority (SFA) prepares a Monihly Claim for Reimbursement, Form
WVDE 43-10-30 [G - 30.5] from the data submitied by each participating school under its
jurisdiction. Form WVDE 43-10-30 is submitted tc the West Virginia Department of
Education (WVDE) on or before the tenth day of the succeeding month to claim
reimbursement fer eligitle meals and/or milk. Payment of the claim for reimbursement is
made to the SFA which will forward the appropriate amounts to the individual schools.

The WVDE shall make reimbursement payments to SFAs and/or schools only in
conneciion with meals meeting the requirements of a reimbursable breakfast or lunch.
Second meals and/or second helpings served fo students are not eligible for
reimbursement. In no case shail reimbursement be claimed for meals and/or milk served
to adults. ;

Average and/or maximum reimbursement rates [G - 30.6] are determined by the United
States Department of Agriculture (USDA) for programs operating under the National
School Nutrition Act. Since these rates are subject to change, cnly the current rates are
included and will need to be updated periodically. SFAs which served 60 percent more
free or reduced price meals during the second preceding year are entitled to a higher rate
of reimbursement for lunch.

In all cases, the tctal reimbursement paid 1o an SFA and/or school shall not exceed ihe
actual allowable costs of preparing and serving the meals for which the reimbursement is
ciaimed. —

Since September, 1985, WVDE has established the 10th of each month as the "cut-off"
date for monthly claims payment. Payment of county claims received after the cut-off date
will not be paid until the following month. Federal regulations require all county claims for
reimbursement {o be submitted to WVDE no later than 60 days after the end of the month.
Claims received after the 60 day cut-off cannot be paid unless authorized by the United
States Department of Agriculture.

Reimbursement rates to schools within a county may be variad so long as these do not
exceed the maximum rate on the list of reimbursement rates [G - 30.6]. The SFA will
receive only the standard reimbursement rate per meal served. If reimbursement rates
paid one (or more) schocl(s) are higher than standard, it will be necessary to lower the
rates paid io another scheol or schools in order to allocate only the total amount of
reimoursement received. Such schools receiving higher than standard reimbursement
rates must be able to document costs for preparing and serving meals to justify the higher
reimoursement.
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ACCURATE (ACCOUNTABLE) RECORDS: PARTICIPATION

Since participation data is the basis for reimbursement claims, it is imperative that the Daily
Record of Program Operations [G - 30.1] reflects complete and accurate information. The
system used to obtain participation data (including all types of computer systems) must
guarantee an accurate daily count concerning the following:

il POCMCO)

actual number of meals served daily by category, regardless of when payment was
made;

all meals served to all adults {(program and nonpregramj;

all meals served as "second meais" and/or other non-reimbursable meal service;
a la carte breakfast sales;

sale of extra milk; and

catered meals.




ACCURATE (ACCOUNTABLE) RECORDS: INCOME

Records and receipts documenting income to the program shall be mainiained by a
responsible person in the school in accordance with ihe procedures listed below:

e All income to the program shall be properly receipted, reported and deposited.

e There must be separate deposit slips which list only monies deposited to the child
nutrition account.

e Financial reports must reflect accuraie cash balances, cash due the program,
source of cash due the program and all invested funds with accruing interest.

e Bad debis are non-allowable costs fo the child nutrition program. Payments for bad
debts are not reported as new program income.
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ACCURATE (ACCOUNTABLE) RECORDS: EXPENDITURES

The United States Department of Agriculiure (USDA) instruction, Food and Nutrition
Service (FNS) Instruction 796-1, Revision 2, requires that all expenditures frem the child
nutrition account be suppoeried by source documents which adequately identify the use of
program funds for program purposes. All source documents will identify direct allowable
program costs as reperted on Form WVDE 43-10-31 (Monthly Financial Report) [G - 30.3]
at the school level.

USDA regulations_require that the School Food Authoerity (SFA) maintain effective control
over, and accountability for, all funds, property and other child nutrition programs' assets
to assure that they are safeguarded and used solely for authorized purposes. These costs
are reporied in order {o claim USDA funds at the SFA level and to justify individual costs
at the school level. Therefore, all records, reports, itemized inveoices and labor vouchers
to support program expenditures shall be maintained at both the school and the SFA levels
fer the required length of time of three years in addition to the current year.

Income accruing from cperation of the child nutrition program may be used for program
purposes but not for:

e purchase of land;

® acquisiticn or construction of buildings; and/or
e addition(s) to existing buildings.
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ALLOWABLE COSTS: FOOD

All focds purchased with schocl child nutrition program funds shall be supperied by
itemized invoices which list as a minimum:

specific foeod items;
amount purchased;
cost per unit;

total cost; and
purchase date.

All invoices must be signed by the person who receives the food.

A cash register tape without a separate itemized [isting of all required information is not
acceptable and items purchased will not be considered allowable expenses.

Allowable focd costs shall not include the value of United States Department of Agricuiture
(USDA) foods or the value of missing inventory items (including stolen focd).

When food and nen-food items are listed on the same itemizad invoice, the costs shall be
separated and reporied in the appropriate categories on Form WVDE 43-10-31 (Monthly
Financial Report) [G - 30.3].

The Schooi Focod Authority (SFA) shall ensure that the cost of food claimed for meal
reimbursement includes only the cost of food used in child nutrition programs.

Coffee may be purchased with program funds io be served with adult meals. Coffee
served other than with adult meals is not an allowable child nutrition program expense.
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ALLOWABLE COSTS: MILK

itemized, signed inveoices must be available to support the cost of all milk used in child
nutrition programs. The School Food Authority (SFA) shall ensure that the cost of milk
reporied on Form WVDE 43-10-31 [G - 30.3] includes only milk used for meals and the
sale of extra milk in ¢hild nutrition programs.

The child nutrition program funds may not be used io pay for milk or other beverages sold
in the school if the proceeds do not accrue to the child nutrition program account.

When food items, such as cotiage cheese and ice cream, are included on "milk" invoices,
the cost of these items shall be separated and reporied as "food" on Form WVDE

43-10-31.
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ALLOWABLE COSTS: LABOR

ltemized, signed documentation of labor costs must be on file at the school to support the
cost of labor, which may include:

e salaries of school food service personnel including fringe benefits such as social
security, retirement and workers compensation;

¢ salaries of students who are employed in child nutrition programs; and/or

e direct salary costs of non-cooking personnel with specific food service
responsibilities as documented by function and time sheets.

The Schoocl Food Authority (SFA) shall establish controls to ensure that no labor cost be
claimed for federal funds more than once. Therefore, partial salary payments to
secretaries, clerks, principals, teachers, custodians, truck drivers or any other SFA
employee included in data used to obtain West Virginia Department of Education (WVDE)
indirect cost rates, are not allowed as direct labor costs. In addition, supplemental
payments to reguiar employees of the SFA are not allowable costs, except in instances
where there is decumentation that the payment is for services beyond regular
responsibilities of that employee or for time spent beyond the reguiar working hours.
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ALLOWABLE COSTS: SUPPLIES AND EXPENDABLE EQUIPMENT

Supplies and expendable equipment necessary for the operation of child nutrition
programs shail be supported by itemized invoices signed by the person who received the
ftems.

Expendable equipment is equipment with a useful life of one vear or less or with an
acquisition cost of less than $500.

The School Food Authority (SFA) shall ensure that all supplies and expendable equipment
purchased with school food service funds are used only for the direct operation of child

nutrition pregrams.

Garbage bags, detergents and other supplies used for purposes other than school food
service are not allowable child nutrition program expenses.
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ALLOWABLE COSTS: NON-EXPENDABLE EQUIPMENT

Non-expendable equipment includes all food service equipment with a useful life of mere
than one year and an acquisition cost of $500 or more. ‘

Depreciation is the expense associated with physical deterioration of equipment and
conseguent loss of value. Depreciation may be claimed as a direct cost for reimbursement
purpcses. All depreciation claimed as child nutrition program costs for federal
reimbursement must be documented by the Schooel Food Authority (SFA). See G - 20 for
instructions on depreciation.
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ALLOWABLE COSTS: INDIRECT

In addition to direct costs of operating child nuirition programs, indirect costs are incurred.
Indirect costs are thosa which contribute to the cost of producing a meal but are not readily
identifiable to the child nuirition account, such as custodial services. United States
Department of Agriculture (USDA) policy allows these to be claimed by the School Food
Authortty (SFA) for reimbursement purposes. The allowable indirect costs of an SFA shall
be determined through the use of an indirect cost rate applied to all expenditures except

food, ecn an annua! basis.

Financial data to obtain the indirect cost rate is submitted to the West Virginia Department
of Education (WVDE) Bureau of Finance and Administration by the SFA. The responsibility
for the development and assignment of indirect cost rates for public schools is shared by
the USDA and the WVDE.
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NON-ALLOWABLE COSTS

United States Department of Agriculiure (USDA) Focd and Nutrition Service (FNS)
Instruction 798-1, Revision 2, lists areas of costs which are not eligible for inclusion in
claims for payment from USDA funds and are not allowable costs from the child nutrition
account. These are:

loan repayments;

bad debis;

fines and penalties;

inferest and financial costs;

legislative expenses or executive direction;

contingency reserve contributions;

depreciation or use allewance for publicly owned buildings and improvements;
direct labor cests for administrative perscnnel above the school food service
employee level without direct program respensibility;

USDA donated focd or cash received in lieu of food;

other donations of cash, services and gcods;

equipment depreciation costs for:

a. items which have been fuily depreciated;

b. items in stcrage for future use or disposal; and

¢. that portion of the equipment purchased with federal funds.

capital expenditures for:

a. land or construction; and

b. facilities;

occupancy by contraciual agreements which are classifiad as rental-purchase or
leased with an option-to-purchase; and

cost associated with sales or service to adults and cther a |la carie sales.

014BENPOCMECO) = G-13




SHARED COSTS

Equipment such as compuiers, typewriters, copy machines or calculators may be
purchased for use jointly by the child nutrition and instructional programs. Cost of the
equipment shall be pro-rated according tc time of use by each program. Documentation
of the time study must be kept on fiie at the school and School Food Authority (SFA).
[G - 30.14] In no case shall the child nutrition program pay more than the proportional
share of the total cost of the equipment.

Only the child nutrition program's share of the cost may be included in the calculation of
depreciation.

014D POAM 1 (EO) : G-14




PROCUREMENT STANDARDS

United States Department of Agriculture (USDA) regulations provide standards for the use
of the child nutrition program funds. These standards ensure that the procurement of
supplies (including food and equipment) and services is in compliance with applicable
federal law and executive orders. A cormplete descripiion of the procurement standards
for child nutrition pregrams is found in 7 CFR Part 3015.180 or Attachment O, OMB
Circular A - 102.

Each School Food Authority (SFA) shall maintain a writien code of conduct to govern the
performance of its employees who have the authority tc contract or expend program funds
which shail provide for disciplinary action for violators of such standards. No person shall
solicit nor accept perscnal gratuities, favors or anything of material monetary value from
contractors and vendoers or potential contractors and vendors.

All procurement transactions, regardless of methed or dollar value of purchase, shall be
conducted in a manner which will provide cpen and free competiticn. Positive efforts shall
be made to utilize_small businesses and minority-owned businesses as sources of supplies
and services. The cost plus a percentage of cost coniract type shail not be used. A
firm-fixed-price contract or cost reimbursable coniract is aliowable.

Each SFA shall also have written selection procedures for procurement. Federal
regulations require agencies receiving federal funds to obtain price quotations from an
adequate number of qualified sources (three) and tc purchase from a responsible vendor
quoting the lowest price.

Regulaticns specify that formal advertising cr compstitive sealed bids must have complete
and adequate, written specifications; such descriptions, however, shall not contain features
which unduly restrict competition. If a particular brand is specified, a clear description of
the specific features which must be met shall be clearly stated. The invitation to bid must
be publicly adveriised and all bids shal! be opened publicly at the time and place stated in
the invitation to bid. A firm-fixed-price contract shall be awarded to the lowest, respensible
bidder. Any bid may be rejected when there is documentation of unsuccessful bidder
performance. = :

All written contracis should contain a Certification Regarding Debarment [G - 30.16} and
a Non-Collusion Affidavit [G - 30.17].

Contracts awarded for an extended period of fime or recurring contract renewals could be
considered a violation of providing the opportunity for open and free competition.

Program aids to assist with purchasing are available from the West Virginia Department
of Education (WVDE) or the SFA. School personnel may contact these offices for technical
assistance. -
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EXCESS BALANCE - NET CASH RESOURCES

The West Virginia Department of Education (WVDE) shall review annually the net cash
resources [G - 30.8] reported by the School Food Authorities (SFAs). If the net cash
rescurces exceed three months normal operating costs then:

e 3 justification letter must be filed with the WVDE stating a short term plan of action
for use of the funds; or

e adjustments in the rates of reimbursement shall be made until the net cash
resources of the SFA are reduced to the required level.

In turn, the SFA shall review annually the operating balance reported by the schools under
its jurisdiction.

014518/ POOM(CQ)




CONSOLIDATION OF SCHOOQOLS

The WVDE 43-10-30S (Daily Record of Program Operations) for individual schools are
consolidated by the School Food Authority (SFA) into the WVDE 43-10-30 (Monthly Claim
for Reimbursement). Ali SFA's are required to do daily edit checks for their individual
schools (from the WVDE 43-10-308) before submission of their Claim for Reimbursement
(WVDE 43-10-30). Failure to do edit checks as required by federal regulations
[5210.8(a)(2) and (3)] could lead to forfeiture of the Claim for Reimbursement.

The complete instructions on how to perform daily edit checks can be found in the
AccuClaim Manual (pages 20-25). The recommended form to be used in performing the
daily edit checks is exhibit G - 30.15. After the daily edit checks are performed and the
schools are consolidated, child nutrition pregram funds may be credited to the school food
service program accouni(s) of the school(s) which the students wilt attend in proporiion to
the number of students involved.

014CtarPOCMICT) - G-17




PRICING OF ADULT MEALS

Meals served to teachers, administrators, custodians and other adults, such as school
patrons, elderly volunteers and Foster Grandparents Program participants, must be priced
so that the adult payments in combination with income from other sources (such as state
or local fringe benefits or payroll funds, or funding from voluntary agencies) are sufficient
to cover the meal costs. The charge for aduit meals is determined by the county board of
education and approved by the Depariment of Education in the Agreement batween
School Food Authority (SFA) and State Agency. It is recommended that the charge(s) be
established at or near the county per meal costs. Adult meals are not reimbursable nor
counted in the commodity allocaticn entitlement.

Meals served to adults who are directly involved in the operation and administration of child
nutriticn programs may, at the discretion of the SFA, be furnished at no charge. As such,
their cost may be fully attributed to the nonprofit child nutrition program operation and
supported by revenues to the child nutrition program. These meais should be shown as
program adult meais. [Column 6 or 12 on form 43-10-308] School employees who
supervise during the lunch or breakfast periods, sell tickets or perform other duties directly
related {o the food program should de so on a contract basis as described in State Code
18A-4-14 and 18A-4-16.

Meals served tc adults not directly involved in the child nutrition program such as’
administrators, teachers, aides, student teachers and other persons working or visiting in
the school may neot be served free of charge unless the cost of the meal is covered from
another source. These meals should be reported as non-program adult meals.

Student teachers and other persons working in the schocls who are not enrolled in the

educational program of the SFA are not eligitle for free or reduced price meals, They must
pay the same price as aduits unless the cost is paid by ancther agency.
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INVENTORY RECORDS

The physical or perpetual inventory is necessary to document food and supply costs as
required on the Monthly Financial Report, Form WVDE 43-10-31 [G - 30.3]. United States
Department of Agricuiture (USDA) donated food items must be inventoried separately.
(See the Donated Foods section). These inventories shall be maintained by a responsible
person and copies shall be kept on file at the school for one year following the date on
which they are prepared. The "cost of food used” as claimed for USDA reimbursement
shall not include the value of USDA donated foods or missing inventory items, including
stolen or spoiled food. A suggested perpetual inventory form is shown [G - 30.€].

A child nutrition program inventory of large equipment shall be maintained by a responsible
person for each participating school. USDA regulations require a reconciliation of
equipment on hand at the end of each school year. All food service equipment which has
fully depreciated must be removed from active inventory. Any new or transferred
equipment ($5C0 or more per unit) acquired during the year shall be reutinely entered in
the inventory on a predetermined date, no later than August 31. Any funds received from
the USDA Food Service Equipment Assistance (FSEA) account toward the purchase of a
specific item of équipment shall be subtracted from the item's reported purchase and
installation price. Suggested inventory and depreciaticn forms are shown [G - 30.10,

G-30.11, G-30.12].
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EQUIPMENT DEPRECIATION

Each school must mainiain a complete equipment inventory file which lists all
non-expendable equipment [G - 30.11]. The inventory will include:

an assigned inventory number for each piece of equipment;

all equipment on hand for program use which has been purchased with an
acquisition cost of $500 or more;

serial numbers where applicable;

the month and year of instaliation;

the month and year of initial depreciation;

the acquisition cosi;

the amount of Food Service Equipment Assistance (FSEA) funds, if any, received
for equipment items on the inventory;

the adjusted cost to the child nutrition program (acquisition cost less FSEA funds
received); and

life termination date.

The method described is straight line depreciation in which non-expendable equipment is
fully depreciated upcn completion - of its useful life. Once an inventory file has been
established, the total value of equipment will be changed annually only when a new piece
of equipment is added, traded, scrapped or fully depreciated.

Q14C1ErPOOM(CQ)




USDA FOOD SERVICE EQUIPMENT ASSISTANCE

Although Public Law 97-35 discontinued the Food Service Equipment Assistance (FSEA)
Program which was previously available, equipment funded or partially funded with FSEA
funds must comply with the following property management requirements contained in
United States Depariment of Agriculture (USDA) regulations:

0142tdi/POOMI(S0)

Dispesition precedures [G - 30.13] must be followed when equipment is no longer
needed for program purposes or when participation in the child nutrition program of
the West Virginia Department of Education (WVDE) is discontinued.

Title for the equipment is vested in the purchaser.

Records shall be maintained which include a description of the equipment,
manufacturer's serfal number (or assigned identification), the acquisition date and
cost, source or vendor, amount of FSEA funds, current location and use, and all
final disposition data.

A physical inventory shall be conducted by the School Food Authority (SFA) at least
ohce every two years.

Controls to prevent loss, damage or theft of the equipment and adequate
maintenance shall be previded.




GUIDELINES FOR PURCHASE OF COMPUTERS
FOR AUTOMATION OF SCHOOL FOOD SERVICE FUNCTIONS

Computers may be utilized to assist with several tasks related to the operation of child
nutrition programs at both the school and sponsor levels. Administrative functions may
include, but are not limited to, approving free and reduced price meal applications,
maintaining a master list of students, assisting with point-of-service count, producing daily
and monthly reporis and documenting revenues and expenses. Meal service functions
may include maintaining inventory records, decumenting food production, calculating meal
costs and assisting with menu planning. Computers may be used for several other tasks
at both levels, limited only by knowledge, skill and desires of the personnel.

As more schools and sponsors are investing in computers to assist with program tasks,
adequate documentation must be maintained to justify expenditure of program funds for
this purpose.

Sponsors should approve all purchases made by individual scheol programs to ensure that
hardware (including printers and mecdems) and software purchased with program funds will
be compatible with the sponser's plan for automation of child nutrition reporting. Since the
State Agency is currently using IBM hardware, schools and sponscrs of child nutrition
programs may wish to. consider compatibility with State Agency equipment when making
future purchases of hardware (inciuding printers and modems) and software.

Child nutrition program funds may be used to purchase hardware, (including printers and
modems) software and supplies at 100% of the cost or pro-rated. Adeqguate
documentation is reguired for either of these.

To comply with procurement regulations, CFR 7 Part 3015, pro-rated costs must be
documented by time/usage records cn the equipment [{G - 30.14].

If child nutrition funds purchase equipment at 100% of the cost, the hardware (including
printers and modems) and software must be accessible at all times for use by persennel
who are responsible for the various food service tasks.

If child nutrition funds purchase equipment on a pro-rated basis, the hardware and
software must be located in a "general use" area of the school for accessibility. For
example, private offices and classrooms would not be considered "general use" areas.

For pro-rated usage, records must be maintained to document usage by time (or other
means) for food service functions. The records must justify the pro-rated portion of
expenditures for hardware, (including printers and modems) software and other supplies
paid by child nutrition funds. [G - 30.14]
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WEST VIRGINIA (JEPARTMENT OF EDUCATION PAILY RECORD OF PROGRAM OPERATIONS -
CHARLESTON, WEST VIRGIHIA 25205 Participatian, Schiool Breakfast Program and Halignal Schaal Lunch Peagram
SPONSOR . __ . ) e e e e MONTH _ 19
- —
FOOD SERVICE PROGHAM MILK CASH RECEWED FROM SALES OF Cash Gash Total
SCHOOL BREAKFASTS/LUNCHES teceived From From - Cash
Sale Of Extra Qther Receved
DATE = — Milk Sales
Total Toral Extra Olher Children's Adult |
Mumler Parchased Served With Meals Milk Sofd Mitk Used Paymnents Payments
23) (24) {opttonal) (25} {26} {optional) 27} 128} 29) (30) (3
TOTALS
! {32} Leas Bad Chechs
Total Meal Paymanta
| certify that to the best of my knowiedge, Ihis record is true and correct tn all respects. Applications for ke and reduced paca maals are on
Signed o . Title Date R
OM 1160 ORMS2

WVDE 43-10-05 (Revisod 6135}




SPONSOR

WEST VIRGINIA DEPARTMENT OF ERDUCATION
Charleston, West Virgirua 25308

MONTHLY FINANCIAL REPCRT
) .

EXPENDITURES FOR NON-ALLOWAEBLE COST CATEGORIES

MONTH

15

FUNDS REDUCTIONS OR
PAYMENTE MADE FOR:

Indirect
Cost
Charges
{A)

Fines And
Penalties

B)

Lean
Repayments

(C)

Petty

Cash

Fund
(o0}

Theft
Spollage
Replacement

(E) (F

TOTAL

1. Totals Paid -

2. Amounts Ouistanding

EXPENDITURES FOR PREVIOUS YEAR ALLOWABLE COSTS

PAYMENT OF PREVIOUS .
YEAR Q8LIGATIONS FORY

Food

(A)

Milk

(8

Labor

(€}

Equipment Supply/Reparr
& Service

() (E)

3. Torals Paid

4, Amounts Outstanding

E

L

EXPENDITURES FOR CURRENT YEAR ALLOWABLE COSTS

YEAR OBLIGATIONS FOR

PAYMENT OF CURRENT =

Food

A

jHES

=)

Labor

(<}

Eguipment Supply/Repair
& Service

) (£)

| 5. Totals Paid

!5 Amounts Quistanding

OF CHILD HUTRITION
CBLIGATICNS FOR: —

SPONI0OR'S DIRECT FAYMERT

Mk

(5)

Labor

(<)

Equioment Supply/Repair
& Service

o) (E}

Tetal

{F)

7. Previous Year Bills

§. Current Year Bilis

[
| . Amounts Outstanding

WWDE 23-10-31

Revised 5/85

A3IRLd FORMED
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SPONSOR MONTH _ 19 -
10. RECEIPTS FOR CURRENT SCHOOL YEAR
COLUMN 1 COLUMN 2
Reimburgement
Period Amounts
A, BreakfastReimbursement
B. Lunch Reirj'_:_b_ur:e_rfa_ant
C. Speclai Mtk Reimburserrgan!
D. Cash Collacted - Child
E. Cash Collecied - adult
£, Cesh Collected - Milk
G. Cash Coliected - Othar
H. () Less Bad Checks
. State Ald (Matehing)
J. Bponsors Contributlon {Formula)
K. Catersd
L. Loans
M. Rebates - Food B
N. Rebates - Supplies o i .
0. Other o |
P. [ntarest o *7___| R
Q. TOTAL RECEIPTS
11. FINANCIAL STATEMENT 12, VALUE OF INVENTORY
Complete Annually on May/June Report
A. Opening Child Nutrition Fund
Balance {Cash Plus Invested A. Purchased Foods Inventory  §
Funds) B. Supplies Inventory s
B. T_otaIReceipts {ltem 10Q) + C. Geovernment-Donated Feods  §
C. Total Funds Available = ) o L .
13, EQUIPMENT DEPRECIATION
0. Non-Allowabla Meal Costs Caomplete Annually on May/June Report
{tem 1G) - ) B _
A, Estimated Value of Equipment
E. Allowable Costs on Inventory £
{item 3F * [tem 5F) - _ o . I
B. Less Valve of Equipment
F. Closing Child Nutrition Funds = i Purchased With FSEA Funds  §
G. Amount of l‘em 11F That C. Adjusted Value of Equipment
is Invested Inventory $
D. Annual Depreciation
{ltem C X .007 X 12) $
| certify that this report is,‘to the best of my knowledge, correct. Involces are filed to support this report. .
SIGNATURE TITLE
WYDE 43-10.31 Revised 5/3%
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Woest Virgintg Capanment of Educatren
Chareston, West Virginia 25305

USDA Child Nutrition Programs
Monthly Claim for Reimbursement

‘ _ . _ Mcnth g
and Address of Sponsor
SCHOOL BREAKFAST
OTHER NON-
Severe SCHOOL SPECIAL REIMBURSAZBLE
Regular Need LUNCH MILK SERVICE
Column A Column B Column C CeolumnD Column £
1. Number of Schools/ ’;
Sites Approved
2. Number Qperating
Program
3. Student
Enroliment
4. TOTAL NUMBER SERVED: — MEALS . MILK
(a)y FREE 1/2 Pints Free
{b) Reimbursement:
Rate
{c) Claim 3 $ 5 5
‘EDUCED o "
(e reimbursement: . B
Rate '
(f) Claim s 3 ]
(g} PAID Other Meals
Served:
thy TOTAL 1/2 Pints Sold
; (i) Reimbursement: -
Rate
| () Claim 3 5 $ ] K
5. TOTAL AMOUNT C
‘ DUE PROGRAM S s s 3
1 8. Average Daily # 1/2 Pints
! Participation Extra Milk:
{ 7. Number Adult 1/2 Pints Adults
! Meals

8. Average Coest Per One-Half Pint Milk Purchased S
9. Number of Children with Approved Aprlications con File for
ce and/or Reduced Price Meals and Free Milk, Where Applicable Free Reduced
’ ‘ :

ber of days in operation ) )

| certify that to the best of my knowledge and belief this claim for reimbursement is true and correct in all respects;

| that records are available to support this claim; that it is in accordance with the existing agreement. )i
i
|

;

|

i

] Signature — - Date
WVDE 43-10-30 Revised 1995 _

S33BtanFORAMSE

G- 30.5




WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305
OFFICE OF CHILD NUTRITION

REIMBURSEMENT RATES

SCHOOL YEAR 1885-86
(Effective July 1, 1995 - June 30, 1896)

TYPE OF MEAL REIMBURSEMENT RATE

SCHOOL LUNCH

(a) Section 4 (All Lunches Served)
Sponscers serving tess than 60%

free and reduced lunches, 1883-94 $.1725

Sponsors serving 80% or more free

or reduced price funches, 1883-84 1925
{b) Free = R 1.6225
(c) Reduced Price .- 1.2225

SCHOOL BREAKFAST

(a) All Breakfasts served 1950
(b) Fres
Regular Reimbursement 8025
Severe Need Reimbursement” 8800

(c) Reduced Price

Regular Reimbursement . 5025
Severe Need Reimbursement” .6800
SPECIAL MILK

(To be served _gniy in schoels with
no other food service OR to spiit
session Kindergarien Children)

{a) Paid 1125
{b) Free - .Average cost per 1/2 pint

-

*Refer tc the Policies of Operaticn Manual, Section B, Scheol Breakfast Program
concerning schools gligible for severe need reimbursement.

02432 F QUMEX ) j— -
G- Z20.6
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COUNTY BOARDS OF EDUCATION WITH 60% OR-MORE
FREE AND REDUCED PRICE LUNCHES, SCHOOL YEAR 19983-94

Barbour
Baone
Braxton
Calhoun
Clay
Fayette
Gilmer
Lewis
Lincoln
Logan
Mercer
Mingo

McDowell

Pocahontas
Preston
Raleigh
-Randomh

Roane

‘Summers

Taylor
Tucker
Upshur
Wayne
Webster

Wyoming




WEST VIRGINIA DEPARTMENT OF EDUCATICN
CRILD NUTRITION DIVISION
Charleston, West Virginia 25305
NET CASH RESOURCES

SUMMARY OF INFORMATION FROM SCHOOLS AND COUNTY
FOOD SERVICE FUNDS

CASH CASH

RESCURCES PAYABLE
1. Cash on deposit
(Checking account balance, NOW accounts, efc.)
2. Cash on hand
(Money received but not yet deposited, petty cash).
Money in school accounts and county accounts.
(Ex: State Aid or reimbursements not yet distributed.)
3. Cashreceivables
(Charged meals not yet paid for, reimbursemenis
earned but not yet received.)
4. Accrued earnings on investments (interest earnad
but not yet received).
5. Stocks, bonds, certificaies of depeosit, savings
accounts, other investments.
6. Other cash, or near cash (any cash rescurces
not reporied above).
7. Total cash resources.
& Cash payzble (unpaid bills, encumbered funds,
lcans to program).
8. Net cash resources (subtract cash payable -
item & - from cash rescurces - item 7).
10. Three menihs' operating cosis
+ 2=
Total Cost for previous year
COUNTY DATE

SPONSOR

(For Private Schools And Residential Child Care Institutions)

PREPARED BY

VWVDE 43-10-37a ‘ : 0215t POOMEX
' G - 30.8




. WEST VIRGINIA DEPARTMENT OF EDUCATION
Child Nutrition Programs
Charfeston, West Virginia 25305-0330

PERPETUAL INVENTORY OF CONSUMABLE ITEMS

A ITEM B. UNIT SIZE
C. D. E. F. G. H. L
AMOUNT UNIT AMOUNT BALANCE TOTAL VALUE
DATE RECEIVED VENDCR PRICE | WITHDRAWN | ON HAND ITEM ON HAND

C2igtdrPIONMEX

G - 30.9




EQUIPMENT RECCED

School District=

Equipment L

Manufacturer =

Model Number =

Serial Number =

Purchased From

Addreass

Date Iistalled = o

Warranty Informaticn

Equipmerit Cost §

Inventory Numbsr

Energy Source:

Manual

Steam

Gas Naturzal
Iutans
Propans
‘BTU

Zlectric Watts
Veolts
AmMpPS
Phase

Depreciation Schedule:

Funding Scurce: TFood Service
Federal Aid Page
Other
Location —
Service Record —
DATE WORY. DONE BY WHOM CHARGES
Locaticn Verification
DATE NAME DATE NAME DATE NAME

G - 30.10
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Child Nutrition Programs
Charleston, West Virginia 26305

NON EXPENDABLE EQUIPMENT DEPRECIATION SCHEDULE

COUNTY DATE
SCHOOL EQUIPMENT | -FEDERAL = ADJUSTED X 007 X12=
VALUE SHARE LOCAL SHARE DEPRECIATION

CZ20ar/FCOMEX

G - 30.12




WEINOQANPILZ D

o
—
O
-
1
W]
1135 “sAep 0z Wigm
pansst o1e sumpnnsu ou | (2)
sosuadxa Buyjes sARP Q7] Iy
Joj (19e01B ) spasoord Jo w01 10 01 () panss] uojjonnsut vomsods)p-
pue papaau Jabuo) ou 51 juawidinba-
‘pannay sps00 abeto)s uneiur pue buddiys (1) | Buyjes pue sbelols ‘Buddiys 104 sis00 559 Buspum up paniasal i wybu- SPUN} 2122 Ui Juewdinbg pioadg,
Auo *oN spasocad Jo uswidnba o) siybi gy 'sgA T yaAsn o) 2 rysuer) (1) AlR{0S poaukul pun sad 0po LS 1240 AM9YONIDENON
s 'sdep gz
sasuadia Guyjas 1oy {Imead Un)i# panss) suolonyjsutou p (7)
10 spavaosd s|[as Jo %01 0 ooy shd s pos )y 51500 uopisads|p ss9 "gA sumpanysul ygsn 1sanbar (i) Wun sad gpo LY 49480 HMIYANISXINON
abe Ave gpoIg - 1053 g
sasuadwa Buy (s 1o) (1ojeaib " ‘o sueok
1) spaasoxd sales Jo g,01 10 001§ snid *gIA Plos )1 81509 Uofisedsip ss3) 'gJA 1195 10 UIEjay b uety sse| pasn 005 - oS ® J1GVANIIXINON
sreak
wuadinbo o} syybu ON 152I01U1 0U SeUY YIS "pansep se asn b 15%3| je pasn yun Jod 0054 - GOES A1GVONIIXINON
leah |
1195 10 B '00GS UeL]) SSI[ 1 aj] [njasn i jsoo Aue g
SIA SIA SPadIXa @njea Jayiew ne ajebalbbe j) nunosad goeg wey) ssap e 119YAaN3dX3
Apodoxd Kytadond ay) jo spasoord sajes
@l)) Jo spuaocid sales 10 BIEA 133 10U K] JUsNna 1o onjeA Jpew e} Jsuno-oy) o] Aptadoad
auy o) Apadeud sl Jo 1500 ay) ) uopedoned 2y} Jo 1502 3} uj uonedjoped iapay -
1229) jo afieyuaatad oy Bufydde Aq papnduos Jjo abejuanad ay Bufdde Aq pandwon Lo R NOLLYDIISSY1D
HILNID HO TOOHIS 01 NOILLYSNIJINOD YO8N 0L NOLLYSNIJWOD NOILLSOdSIA ¥04d SNOILLJO 1S5S0 NOLLISINDOY AININLGINGIT
imoj , , T d ot 10k b it cbiie g el e by, Adde o i
saunpasoad Guimofjoy o .Em___mc._a posissilAjetopa) Aue ui fyodord ay) 10§ pasii du m* _u_mE valpp “stueafiodd yasn Byo o) uoud Bunb ‘swelboid
Jetopa o unuswidinbo ayy esn ues 183u09 a1 pIYD to PoYDS ay) ‘pannboe sem )1 yaiym 1oy weiBosd aty 10y papaau 1abuo ou siuswdnbo UBUM  ADIOd IVHIANID

SYALNID JUVI TIHD ¥O STOOHDIS Orfdnd = INIWINGE VAN 20 NOILISOJSId

1"V INIWHOVITVY



WEST VIRGINIA DEPARTMENT OF EDUCATION
Child Nutrition Division
Charleston, West Virginia 25305

(Documentation For Pro-rated Use/Cost)

Name of School/Center

COMPUTER USE TIME RECORD

Period From .18 to 19
Time Used For Time Used For
Date . Child Nutrition Other Functions Name of Operater

Percent of use assigned to Child Nutrition =

mevisad 11/12/85

(Child Nutrition Time + Total Time)
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SCHOOL/SFA EDIT CHECK WORKSHEET

Column 1.  School ) Column 11. Reduced Price Eligible * Attendance
. - , k Factor .

Column 2. Month ) _ Column 12. _wbm woaﬂomﬂ‘wﬁwomh ﬁwmnm&w:@ month

Column 3. Attendance Factor | Column 13. ngcnma Price Meal Count

Column 4. Total Enrollment | Column 14. Paid Eligible

Column 5. Day Om l.he Monkh Column 15. Paid mwwcwwﬁm * Vﬂﬁmsamznm Factor

Column 6. I'ree Eligible _ Column 16. ADP Paid, preceding month

Column 7. Free mHm@@@Hm * Attendance Factor Column 17. Paid Meal no::n

Column 8. ADP Tree, menmawza,ao:w: Column 18, Total Meal wo::w

Column 9, Free Meal Count | Column 19. Comments--write in explanations Tor

! any counts that exceed the edit checks

Column 10. Reduced Price Eligible
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WEST VIRGINIA DEPARTMENT OF EDUCATION
U.S. DEPARTMENT OF AGRICULTURE

Certification Regarding Debarment, Suspension, Ineligibility
and Voluntary Exclusion — Lower Tier Covered Transactions

This certification is required by the regulaticns implementing Executive Order 12548,
Cebarment and Suspension, 7 CFR Part 3017, Section 3017.510, Pariicipants'
responsibilities. The regulations were published as Part IV of the January 30, 1889,
Federal Register (pages 4722-4733). Copies of the regulaticns may be obtained by
contacting the Department of Agriculture agency with which this transaction originated.

(BEFORE COMPLETING CERTIFICATION, READ INSTRUCTIONS ON REVERSE)

(1)  The prospective lower tier participant certifies, by submission of this proposal, that
neither it nor its principals is presently debarred, suspended, proposed for
debarment, declared ineligible, or voluntarily excluded from participation in this
transaction by any Federal department or agency.

{(2) Where the prospective lower tier participant is unable to ceriify to any of the
statements in this certification, such prospective participant shall attach an
explanationio this proposal.

Name of Firm (Vendorn) PR/Award Number or Project Name

Name and Title of Authorized Representative

Signature Cate

118
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INSTRUCTIONS FOR CERTIFICATION

By signing and submitting this form, the prospective lower tier participant is providing the certification
set out on the reverse side in accordance with these instructions.

The certification in this clause is a material representation of fact upon which reliance was placed when
this transaction was entared ints. [f it is later determined that the prospective lower fier participant
knowingly rendered an errcneous certification, in addition to other remedies available 1o the Federal
government, the department or agency with which this transaction originated may pursue available
remedies, including suspension and/or debarment. - -

The prospective lower tier paricipant shall provide immediate written nofice to the person to which this
proposal is submitied if at any tme the prospective lowear tier participant learns that its certification was
erronaous when submitted or has become erreneous by reason of changed circumstances,

The terms "covered transaciion,” "debarred,” "suspended " "ineligible," "iower ter coverad transacion,”
"participant,” "person,” "primary covered transaction,” "principal,” "proposal,” and "voluntarily excluded,”
as used in this clause, have the meanings set out in the Definitions and Coverage sections of rules
implementing Executve Order 12549, You may contact the person to which this preposal is submifted
for assistance in obfaining a copy of those regulations.

The prospective lower tier pariicinant agrees by submitting this form that, shouid the proposed covered
transaction be entered into, it shall not knowingly enter into any lower tier covered transaction with a
person who is debarred, suspended, declared ineligible, or voluntarily exciuded from participation in
this covered transaction, unless authorzed by the depariment or agency with which this transaction
originatad. -

The prospective lower fier pariicipani further agrees by submitting this form that it will include this
clause fitled "Cerdfication Regarding Debarment, Suspension, Ineligibility 2nd Voluntary Exclusion —
Lower Tier Covered Transactions,” without modification, in all lower tier covered transactions and in
all solicitations for tower tier covered transactions,

A participant in 2 covered transaction may rely upon a certification of a prospective participantin a
lower fer covered transaction that it is not debarred, suspended, ineligible, or voluntarlly excluded from
the covered transaction, unless it Knows that the certification is erroneous. A participant may decide
the method and frequency by which it determines the eligibility of its principals, Each participant may,
butis not required to, check the Nonprocurement List.

Nothing contained in the foregoing shall be construed to require establishment of a system of records
in order to render in good faith the certification required by this clause. The knowiedge and information
of a parfcipantis not required to exceed that which is normally possessed by a prudent person in the
crdinary course of business dealings. - .

Except for transactions authorized under paragraph 5 of these instructions, if a participant in a covered
transaction knowingly enters into a lower tier covered transaction with a person who is suspended,
debarred, ineligible, or. voluntarily.excluded from participation in this transaction, in addition to other
remedias available to the Federal government, the department or agency with which this transaction
originated may purste available remedies, inciuding suspension and/or debarment.




WEST VIRGINIA DEPARTMENT OF EDUCATICN
U.S. DEPARTMENT OF AGRICULTURE

NON-COLLUSION AFFIDAVIT

.State of — _ . Contract/Bid No.

. B.S.

County of
| state that:
lam = of :
(Title) Name of Firm (Vender)
and that | am suthorized to make this affidavit on behalf of the firm, and its owners, direciors, and officers. | am the firm's
representative responsible for the price(s) and the amaount of this bid.

[ state that:

{1} The price(s) and amount of this bid have besn arrived at independently and without consultation, communication or
agreement with any other contractor, bidder or potential bidder,

(2) Neither the price(s) nor the amount of this bid, and neither ihe approximate price(s) nor approxdmate amount of this bid,
heve been disciosad to any other ﬁrm or person who Is a bidder or potential bidder, and they will not be disclesed before

bid opening.

(3) No attempt has been made or will be made io induce any firm or persen o refrain from bidding on this centract, or fo
submit a bid higher than this bid, or to submit any intentfonally high or noncompstitive bid or other form of

compiementary bid. -

(4) The bid of my firm is made in good fzith and not pursuant to any agreement or discussicn with, or inducement from, any
firm or person to submit a complementary or other noncempetitive bid. :

. (5) The above named firm {vendor), its affiliates, subsidiaries. officers, directors, and employees are not currently under
invesigation by any governmental agency, and have notin the last three years been convicted or found liable for any
act prohibited by State or Faderal law in any jurisdiction involving consptraoy or collusion with respect to bidding on any

public contract, except as follows:

| state that the firm (vender) mentoned abave understands and acknowledges that the above representations are material and

impertant, and will be refied on by in
_ Name of Child Nutrition Sponsor

awarding the contract (s} for which this bid is submitted. | understand and the firm (vendor) understands that any misstatement

in this affidavit is and shall be treated as fraudulent concealment from the Child Nuirition Sponsor of the frue facts relating to

the submission of bids for this contract. R

Title ’ Name of Firm's (Vendor's) Representative
SWCRN TC AND SUBSCRIBED BEFORE ME THIS DAY CF _ 18
Netary Public
.My Comimission Expires:

103 - -
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MONITORING BY STATE AGENCY

By law, state and iocal education agencies are responsible for the administration and
supervision of child nutrition programs funded under the National School Lunch Act and
the Child Nutrition Act. Coordinators for the West Virginia Department of Education Office
of Child Nutrition meoniter local operaticns, provide techniczal assistance and assist with the
inservice training of food service personnel.

Coordinators are responsible for monitoring programs in public schools in the 55 counties.
The monitoring duties of these representatives are performed through On-Site Visits to
review focd program operations by reviewing reimbursement claims, program reports,
management of food service funds, procurement procedures and other aspects of the
program.

Two types of reviews are conducted by field personnel:

1. Coordinated Review Effort (CRE) [H - 3C.1a]
2. The On-Site Visit [H - 30.2]

MONITORING BY SCHOOL FOOD AUTHORITY (SFA)

AccuClaim regulations (7 CFR Part 210.8) require each School Food Authority (SFA) to
monitor it's program accountability. No less than one on-site review of the lunch counting
and claiming system in place at each school must be completed by February 1 of each
year. Each on-site review must ensure that the school's claim is based on the counting
system authorized by the West Virginia Department of Education (WVDE), and that the
counting system, as implemented, yields the actual number of reimbursable free, reduced
price and paid lunches for each day of operation. The monitoring reporis must be
maintained at the SFA office for review by the state and/or federal personnel. When the
review discloses any problems requiring corrective action, a follow-up on-site review must
be conducted within 45 days of the initial review to determine that the problem has been
resolved. Documentation of the follow-up review must also be maintained at the SFA
office. A sample sponsor on-site monitoring review containing the required minimum
review areas is included [H - 30.8].

O141tdiPOCMIICO) - H -1
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STATE AGENCY'S ON-SITE VISIT

The On-Site Visit is a review of one or more phases of the Program. For example, an
On-Site Visit to a school or School Food Authority (SFA) may be made to specifically
review record keeping systems or menus and meal quality without reviewing the total
Program coperation. A record of this type of review is made on Form WVDE 43-30-01-S
entitled Record of On-Site Visit [H - 30.2].

3147:drFODMIICD) s H-2



CORRECTIVE ACTION

If, during the On-Site Visit, a need for corrective action is found, the problem is noted on
the Plan of Corrective Action form [H - 30.3]. Written response by the administrator is
required within ten working days.

If, on the day of the review, the meals served do not meet United States Department of
Agriculture (USDA) requirements for meal components and guantities, the entire
reimbursement for the date of the visit will be deducted from the current claim for

reimbursement.

Errors found during the review of free and reduced price meal applications are listed on the
Form WVDE 43-10-13-ME (Noted Exceptions) [H - 30.4]. The current monthly claim for
reimbursement will be corrected through the day of the review. The reviewing official shall
calculate the amount of overpayment or underpayment for meals claimed during the
previous months and adjustments will be made by the West Virginia Department of
Education (WVDE) finance office. Form WVDE 43-40-22a [H - 30.5] will be completed and
a copy given to the SFA.

G141tSHPOOM{CO} T H-3




ASSESSMENT PROCEDURE
FREE AND REDUCED MEAL APPLICATION

While checking applications during an On-Site Visit, if errors are feund, the West Virginia
Department of Education (WVDE) coordinator will allow the school official to make any
corrections possible at the time of the review. The remaining applications with errors will
be listed on Forfn WVDE 43-10-13-ME (Free and Reduced Applications with Noted
Exceptions) [H - 30.4]. The schoo! official wiil be given the opportunity to provide proof of
the number of meals the student censumed using the date of the application approval, the
schocl calendar, atiendance register and/or meal participation rosier. Meals to be
assessed may be from the day of application approval to the day before the visit of the
WVDE cocrdinator.

Assessment amounts will be calcuiated using the error code listed below:
Error Code A Approved free should have been reduced. The difference

between free and reduced reimbursement rate is mulfiplied by the
number of meals served and claimed.

Error Code B. . Approved free should have been ineligible. The fres
reimbursement rate is muitiplied by the number of meals served
and claimed.

Error Code C. Approved reduced should have been free. No assessment.

Errcr Code D . Approved reduced shouild have been ineligible. The reduced
reimbursement rate is multiplied by the number of meals served
and claimed.

Error Code E Denied should have been free. No assessment.

Error Code F Denied should have been reduced. No assessment.

Error Code G Insufficient data. Based on the checked approval, either free or

reduced, the assessment is figured as in B and D.
Copies of the Form WVDE 43-1C0-13-ME will be left with an On-Site Visit and Corrective

Action form. For applications with Error Code G the scheol is allowed ten working days to
complete or correct the application before an assessment is made.

Q141terPOAA1{C O} == . H = 4




ASSESSMENT PROCEDURE
MEAL COMPONENTS AND QUANTITIES

During the On-Site Visit, the West Virginia Department of Education (\WVDE) coordinator
will determine if the meal served on the day of the review contains the components and
quantiiies to meet meal pattern requirements. If the components and/or quantities are
inadequate to meet United States Department of Agriculture (USDA) requirements, an
assessment will be made for all reimbursement for that day's meal. If the school has a
choice of menus and only one menu is inadequate in components and/or quantities, the
Section 4 (total meals) reimbursement can be assessed, or a percentage of meals served
may be assessad.

in schools with twe serving lines, the line serving the menu choice with inadequate
components and/or quantities is assessed.

When cenducting an On-Site Visit menus may be examined using the production records.
Meals determined to contain insufficient components in required quantities shall be found

out of compliance.

0141terPOOMI(CO) e H - 5




POLICY CONCERNING ADJUSTMENTS/REPAYMENT OF FUNDS

There are several situations that arise which require a School Food Authority (SFA) or
school to repay funds fo West Virginia Department of Education (WVDE) or claim
additional funds due the SFA. The following methods shall be used for repayment.

1.

When the situation requiring repayment occurs during the current federal fiscal
year (October 1 tc September 30), the amount owed will be deducted from a
future claim by the WVDE finance office.

For example: An error on Octeber claim (WVDE 43-10-30) [G - 30.5]
results in an overclaim of $30.00. This amount will be deducted from a
future claim for reimbursement by the WVDE.

I the situation requiring overpayment occurs during the previous federal fiscal
year, the amount must be repaid by check to WVDE within 60 days of the
finding.

For example: If the error had been on the September claim, a check for
$30.00 must be written to WVDE.

There are also situations which require both methods of repayment.

For example: During a review in December an error in application
approval is found. The overclaim for meals claimed for ineligible children
during September would be repaid by check (written to WVDE} while
meals incorrectly claimed in October and November would be deducted
from a future claim for reimbursement.

All monies owed to WVDE must be repaid within 60 days of notification of the
debt. After the 60 day period, SFA reimbursement will be delayed until the funds
are received.

If during a review by the WVDE an underclaim for reimbursement of meals is found the
SFA or school shall submit a revised claim to the WVDE. Adjustments will be made upon
receipt of the revised claim.

41/ POCMT(CO) - L H - 6




AUDITING

The Office of Management and Budget (OMB) Circular A-128 establishes uniform audit
requirements forstate and local governments, or their subdivisions, that receive Federal
financial assistance. The Circular requires recipients and subrecipients of Federal financial
assistance to arrange for independent audits of financial operations, including compliance
with certain provisions of Federal laws and regulations, and to assure that single audits are
made in accordance with Circular A-128.

The audit of all fiscal accounts will be conducted by auditors frem the West Virginia State
Tax Commission or an independent firm. In order to meet the program audit requirements
as set forth in the United States Depariment of Agriculture (USDA) Audit Guide for school
programs, the West Virginia State Tax Commission Office will, upon the completion of the
audit of the fiscal accounts, appoint a private auditor or certified public accountant to

conduct a program audit for the child nutrition program funds. Each School Food Authority
(SFA) will be charged by the private auditing firm for the child nutrition program portion of
the audit. The SFA will be charged a per diem fee and expenses by the West Virginia
State Tax Commission for the commission's fiscal portion of the audit.

The findings or recommendations concerning the child nutrition program audits must te
reviewed immediately by the West Virginia Department of Education (WVDE). Notice cf
audit findings and recommendations shali be forwarded to the SFA within ten days. WVDE
shall work toward resolution of the findings within 80 days.

Child Nutrition Program Audit Requirements
National School
Lunch Program, Schooi
Breakfast Program,

Annual Ameunt of Summer Food Service
Total Federal Program, Special
Sponsor Type Funding , Milk Program
Governmental-OMB A-128 Under $25,000 None
(Includes Public Schools)
$25,000 - $100,0C0 Organization-wide or
Program Annually
Over $100,000 Organization-wide
Annually
Non-Governmental-OMB Under $25,000 None
A-133 =
QOver $25,000 Organization-wide
or Program Annually or
Biennially

0141t POOMI(COY _ H-7




COORDINATED REVIEW EFFORT (CRE)

The United States Department of Agriculture (USDA) has replaced Assessment,
improvement and Monitoring System (AIMS) with Coordinated Review Effort (CRE) for
monitering the accountability of the National Schee! Lunch Program. Public Law 101-147,
enacted November 10, 1889, required changes in the review of the National Schoeol Lunch
Program. Federal regulations mandated a unified accountability system, called the
Coordinated Review Effort, or CRE, effective in the 1892-83 school year,

CRE is a two part review process which includes critical and general areas. A standard

review form is used to ensure that the critical areas are reviewed in the same manner for
all schools. Schoeol Food Authiorities (SFAS) are reviewed once every four year cycle.

41tPOOMIED) - - H-8




SCHOOL SELECTION PROCEDURES

All schools, with the exception of Residential Child Care Instiiutions, with a free average
daily participation of 100 or more and a free participation factor of 100 percent or mere
must be reviewed. Selection of additional schools to meet the minimum number of schools
to review must be based on the following criteria:

e Elementary schools with a free Average Daily Participation (ADP) of 100 or more and
percent free participation of 97% or more;

e Combination schools with a free ADP of 100 or mere and a percent free participation
of 87% or more; and

e Secondary schocls with a free ADP of 100 or mere and a percent free participation of
77% or more,

When the number of schools selecied using the criteria described above does not meet
the required number of schools to review, the West Virginia Department of Education
(WVDE) must select additional schools using the following criteria:

e |ow participation schools;

e recommendations from a food service director;

e findings from the on-site visits or the claims review process;

e any school in which the daily lunch counts appear questionable;

e identical or very similar claiming patterns;

e large changes in the free lunch counis;

e new manager or school/manager never reviewed by State;

¢ new or unusual accouniability system;

e proportional mix of the different counting systems employed by the Schocl Feod
Authority (SFA); and/or

e schools which have less than 100 free ADP but greater than 100 percent free

participation.

When selecting schools for administrative review, the WVDE must use the required
procedures and criteria. The selection may occur prior to the review date or may cccur at
the time of the review. The table below is used to determine the minimum number of
schocls to review.

Number of Schools  Minimum Number | Number of Schools  Minimum Number
in the Scheol of Schools in the School of Schools
Food Authority tc Review Food Authority to Review
1Tt05 .. e 1 4110860 ... . ... .. .. 6
Bto10 ... 2 611080 ... .......... 8
11t020 . . ... ... ... 3 8110100 ............ 10
21040 . ... .. ... . ... 4 101toMore ........... 12*

* 12 plus 5 percent of the number of scheols over 100. Fractions must be rounded
to the nearest whole number.

01431eHPOOMICY T~ _ T H “,9




COORDINATED REVIEW EFFORT
(CRE)

The Coordinated Review Effort (CRE) critical areas include performance standards 1 and
2. The two performance standards are designed to address the accountability and
nutritional integrity facing the child nutrition programs as identified by existing management
and monitoring tools available to United States Department of Agriculture (USDA).

CRITICAL AREAS

Performance Standard 1

Eligibility Certification

Benefit Issuance

Updating Eligibility

Counting and Claiming

Lunch counts combined and recorded correctly

* & 00 0

Performance Standard 2

e Components available to all students
e All observed lunches claimed for reimbursement contained the required number of food
items.

The CRE review includes additional areas of program operations that are important for
program acccuntability.

GENERAL AREAS

Free and Reduced Price Process
Meal Patterns

Civil Rights

Monitoring Responsibilities
Reporting and Recordkeeping

0141tdPOOMI(CT) — H-10




WEST VIRGINIA DEPARTMENT OF EDUCATION ADDENDUM

GENERAL AREAS - School

Point of Service Meal Counts

Intarnal Control

Cash Management

Meal Quality

School Environment

Standards for School Nutrition, Policy 4321.1

GENERAL AREAS - School Food Authority

System for consolidating the claim for reimbursement

Financial management of food service funds

Direct certification of freefreduced price meal applications (if applicable)
Food service management company contract (if applicable)
Procurement procedures

Standards for School Nutrition, Policy 4321.1 Plan

OTHER AREAS - School Food Authority

Adult Meal Pricing

Accruing Program Interest

Program versus Non-Program Adults
Bill Distribution

Administrative Salaries

Decentralized Net Cash Balance (NCB)
Recent Audit

Annual Report

014 1t2r/POCM1{CO} - H - 11




NON-COMPLIANCE REQUIREMENTS

CORRECTIVE ACTION

Corrective action is taken for any non-compliance noted in Coordinated Review Effort's
(CRE's) critical or general areas, and/or the West Virginia Department of Education
(WVDE) review areas.

Actions taken to correct a non-compliance must be documented by the School Food
Authority (SFA) and reviewed by the WVDE. Documented corrective action may be
submitted at the time of the review or sent to the WVDE certifying that the corrective action
required for each non-compliance has been corrected along with notification of dates

completed. —

Documented corrective action must be postmarked or submitted to the WVDE no later than
30 days after the established deadline(s) for completion of each required corrective action,
or as otherwise extended by the WVDE.

Problems identified must be corrected system-wide. Effective corrective action must
be taken by the SFA in all schools and programs, not just those reviewed.

C141dr/PCOMICOY H = 12




FISCAL ACTION

Fiscal action must be taken for any non-compliance of Coordinated Review Effort (CRE)
Critical Areas of review. Fiscal action may be taken for findings in the General Areas of

review or reimbursement payments may be withheld.

Fiscal action is calculated after the Schoo! Food Authorities (SFA's) documented corrective
action has been réviewed by the West Virginia Department cf Education (WVDE), If a SFA
fails to submit adequate corrective action by the due date (30 days), the WVDE may
calculate fiscal action through the last serving day of the scheol year.

H-13
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OVERCLAIM DISREGARD

The West Virginia Department of Education (AVDE) may disregard a Ceordinated Review
overclaim if the total School Food Authority overclaim from an administrative review and
all subsequent follow-up reviews does not exceed $600.00 per program (National School
Lunch Pregram, School Breakfast Program, Special Milk Program). However, no overciaim
is to be disregarded where there is substantial evidence of viclations of criminal law or civil
fraud statutes.

014 1tEPCOM1ICO) _ H - j4




FOLLOW-UP REVIEWS

Follow-up reviews are conducted when the threshcld has been exceeded for Coordinated
Review Effort (CRE) performance standards 1 and/or 2.

The follow-up review must determine that effective corrective action has been implemented
for any non-compliance under either the critical or general areas of review. At the time of
the foilow-up review, at a minimum:

e review those aspects of the critical areas which contributed to the review threshold(s)
being exceeded; .

e determine whether corrective actions were satisfactorily completed within the time
frames established by the West Virginia Department of Education (WVDE);

e ecvaluate whether corrective actions resolved the problem(s) system-wide; and

e review those aspecis of the critical areas which coniributed to the review threshold(s)
being exceaded in any other proegrams operated by the Scheol Food Autherity (SFA),
i.e., the Scheol Breakfast Program, Special Milk Pregram for Children and/or after
school care programs offering meal supplemenis. If the administrative review covered
those other programs and found their operations to be satisfactery, they need not be
reviewed during the follow-up review,

The foliow-up review is not intended to be a re-review of areas that were previously
deemed adequate. The basic premise in following up on the non-compliance identified is
to focus on the specific finding(s) and determine if the system(s) is adequate. To
accomplish this, the scope of the review activity will vary depending on the problem(s)
identified. -

If the review threshold nen-compliance(s) is limited te the school food authority level (e.g.,
ceniralized eligibility certification and/or benefit issuance process, school food authority
claim coensclidation, or centralized kitchen errors), the follow-up review activity may be
limited to the scheol feod authority level.

If the review threshold non-compliance(s) was identified at the school level, at least the
minimum number cf schools required in the foliowing table must be reviewed.

Number of Schools  Minimum Number | Number of Schocls  Minimum Number
in the School of Schools in the School of Schools
Foed Authority to Review Food Authority to Review
1105 ..... B I 41t0860 ............. 6
60010 ... . 2 B1to80 ............. 8
1M11020 ... .. 3 81to100 ............ 10
21040 .. L 4 101teMere ........... 12*

* 12 plus 5 percent of the number of schools over 100. Fracticns must be rounded
to the nearest whele number.
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SCHOOL FOOD AUTHORITY (SFA) FISCAL ACTION APPEAL

School Food Authorities (SFAs) may appeal the denial of all or a part of a Claim for
Reimbursement cr withholding payment resulting from a state agency-conducted review
under the auspices of the Coordinated Review Effort (CRE).

Q141dr/POOMIA(CO} = - H = 16




COORDINATED REVIEW EFFORT (CRE)

COMPLIANCE
CRITICAL
To be in complianca with CRE's critical review areas, School Food Authorities {SFAs) must
the following:

do

To

Have each child's eligibility for free or reduced price meals correctly approved.

Have a system to issue benefits and te update the eligibility of children approved for
free and reduced price lunches.

Serve lunches that contain the required food items.

Base claims for reimbursement on accurate lunch counts, by category, taken at the
pecint of service,

Record, consolidate and report lunch counts on the claim for reimbursement correctly.

GENERAL
be in compliance with CRE's general review areas, SFA's must do the following:
Follow the procedures identified in the free and reduced price policy statement.
Verify the correct number of free/reduced price meal applications by December 15;
make applicable status changes; submit SFA summary report to the West Virginia
Department of Education (WVDE) by January 10.

Serve lunches that provide the required quantities of food.

Make sure that no child is denied benefits or discriminated against because of race,
color, national crigin, age, gender or disability.

Make sure on-site reviews of each school's meal ccunting system are conducted and
documented by February 1.

Check each school's meal counts before submitiing the claim for reimbursement to the

WVDE. -

Submit reports and keep recerds as required.

- H-17
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COORDINATED REVIEW EFFORT {CRE)
CHECKLIST FOR SCHOOL FOOD AUTHORITY LEVEL REVIEW

1. Copy of current approved agreement and free and reduced price policy statement.
Also, renewal, if applicable.

Provide to each review team for each school being reviewed information on:
Collection and counting procedure
Offer vs setve
Copy of all letters, notices, forms
2. Press/media release.
3. Direct certification documentation, if applicable.
4, Claim for Reimbursement for the review period.

5. Data used in consoclidating the Claim for Reimbursement, if applicable. Obtain copy
of daily counts claimed for the review period for each school.

8. Dccumentation of edii chack process.

7. Documentation of on-site reviews for SFAs with more than one school: corrective
action taken (if applicable). [H - 30.6]

8. Verification records.
9. Civil Righis data and information, including:
civil rights complaint procedure

foreign language translations of program materials, if needed, copies/
documentation of written or verbal complaints alleging discrimination, if applicable

racialfethnic breakdown of denied free and reduced price applications

10. Are menus centralized? Central kitchen? Obtain information on alt schools invoived,
and secure a copy of the centralized menus for the review period.

11. Submission of reports to the Siate agency.
12. Records are maintained for at least three years.

13. Most recent audit.

C29EnCREY
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CHECKLIST FOR INDIVIDUAL SCHQOOL REVIEW

. IN THE PRINCIPAL'S OFFICE
1. All school profile questions on S 1, #1-12 of the review form.

2. Approved, withdrawn and denied free, reduced applications and/or direct certification
documentation.

3. Documentaticn of withdrawn students.

4. Distribution and collection of free, reduced applications.

5. Determining afficial.

8. Lists of eligible students for review period (benefit issuance document).

7. The procedure to update students’ eligibility by the required time (three or ten days).
In addition, documents pertaining to any changes that were required during the
review period.

8. Verification records including: 1) documentation of number of approved applications
on fiie as of 10/31, 2) selection procedure, 3) nctification of selection ietter, 4) copies
of applications selected, 5) documents showing changes in eligibility).

9. Point of service procedure.

10. Efforts to prevent overt identification.
11. Civil rights compiaint procedure,

12. Civil rights questions on G-2, #701-706 of the review form.

13. Documentaticn of on-site review and corrective action, if required. (Obtain at the
SFA)

14. Have availabie a schoo! calendar indicating days on which lunch was served.

15. Attendance for day of review.

C37Stdr/CRE
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10.

11

12.

13.

14.

15.

16.

231N TREY

IN THE CAFETERIA AND/OR SCHOOL OFFICE

Menu for day of review,

Menus for review period.

Ticket issuance procedure, if applicable.

Collection procedure.

Point of service procedure.

Reccrding and reporting of iunch count information to the school office and the SFA.
Daily and monthly iunch count records for the review period. (S-MASTER)
Handling of lost, mutilated or stolen tickets. (if applicable}

Procedure for counting second meals? (i.e., assuring that they are not claimed).

Communication of changes in students' ligibility with the cafeteria or point of service
staff.

Implementation of offer vs serve.

Method of assuring accurate meal counts for reimbursabie meals obtained/served on
field trips. _

Physician's statement on file noting substitutions for special needs children.

QOvert identificalicn prevention, i.e.

tickets, tickets issuance procedure and/or roster.
Civil rights information on G-2 of the review form.
Observe lunch service with pariicular regard to:

Counting procedure.

Qvert Identification.

Reimbursable meais.

Portion sizés.

All five required food items/components available throughout the meal service.

Reimbursable meals correctly claimed.
Unflavored lowfat and whole milk available thrcughout the maal service.

H - 30.1b




COORDINATED REVIEW EFFORT CHECKLIST

Reviewers . -

« Name, address, phone number, grades taught of each school to be reviewed

» Name of Principals, Secretaries and Cooks

» Directions to the schoels to be reviewed

»  Meal service times (lunch)

+ Locaticn of the free/reduced price meal applications; direct certification (if applicable), school or SFA
«  Verificaticn conducted at 2ach school or the SFA

«  Review month's S-master for schools scheduled for reviaw

chool/Institutio

» Edit check procedure

+ Review month's free/reduced price meal applications; master list

= Procedure to update free, reduced eligibility status. Documentation of changes

« Each school's method for counting, recording, and reporting daily meal counts for £, 1, p, students, program
adults, non-program-adults, and nonreimbursable meals (point of service)

+ Each school's methed for collecting, counting, recording, and reporting cash collected. Persons responsible

« Current Policy Statement implemented as approved

« Price of an adult lunch, a student paid lunch, and extra milk sold

= S-Master for the review month

» Verification of frze/reduced price meal applications

+ Procedure for claiming visiting students; meals by category on field trips

« Production Records; CN labels; raview month's menus; Policy 4321.1 compliance

« Racial/ethnic data for denied, f, r, meal applications. Procedure to receive discrimination complaints, Civil
rights statement and complaint procedure on program materials

«  Vended items fact sheets

SFA/Sponsor

» Review month's S-masters and C-master. Review F-master.

« System for consolidating the claim for reimbursement; data used

+ Documentation of SEA/Sponsor Site monitoring prior to February 1st;

+ The SFA/Sponsor's Agreement, Policy Statement

«  Verification summary

« Financial Management of Food Service Funds

«  Audit reports

+ Racial/ethnic data for denied, f, r, meal applications. Procedure to receive discrimination complaints. Civil
rights statement and complaint procadure on program materials.

»  Edit check procedure

+ Review month's freefreduced applications; master iist (if located af the SFA). Direct certification
procedures. (if applicable)

+ SFA's Comprehensive Nutrition Plan. Policy 4321.1 Compliance,

+ Procurement procedures and documentation

« Equipment Inventory, depreciation schedule

0022s1s/'CRE]  Revised 4-95
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COORDINATED REVIEW

SCHOOL FOOD AUTHORITY [11ST REVIEW
PERFORMANCE STANDARD SUMMARY []FOLLOW-UP
1, Reviewer: -~ Date of Exit Conference:
2. SFA Name Agreement Number Number of Scheols Review Pericd
Total Reviewed
SFA LEVEL
3. Perfermance Standaid 1 Yes No NiA Performance Standard 2
Adequate System for Consolidating * Number of lncomplete Lunches
Claims = Otserved in Schools an Day of Review
* Response Results in PS 1 Viclation Total Number of Lunches Observed
and Exceeds Thrashold
Percent [ncomplete Lunches
{10% or more exceeds threshold)
SCHOOL LEVEL _
4, . Performance Standard 1 Performance Standard 2
% F & RP Number of Adequate Counting and
Lunches Lunches Claiming System
Claimed Claimed .
Incorrectly | Incorrectly Re"'few Lunches Obser:ved on
IFrom §-6) {(From S-6) Day Period Day of Review
School Name Yes No Yes No Totai Incomplete
Subtotal {From Continuation Sheet)
TOTAL
Number of schools with T} 10% or more (but not less than 1C0} free
and reduced price lunches claimed incorrectly or 2) a NO answer to
Adeguate Counting or Claiming System for Day or Review Period: A.
Number of schools needed for this size SFA t¢ exceed PS 1 threshold: B.
PS5 1 thresheld exceeded if A. is equal tc or greater than B.
k PS 1 Threshold Exceeded __ Yes No FS 2 Threshold Exceeded Yes No

SFA-1 H - 30.14d




. COORDINATED REVIEW

SCHOOL FOOD AUTHORITY
CRITICAL AREAS OF REVIEW

[11ST REVIEW
[]FOLLOW-UP

l SFA:

DATE QF REVIEW:

REVIEW AREAS

N/A

COMMENTS

Performance Standard 1

Eligibility Certification
Direct Certification

101a. Is direct certification utilized by the SFA?

b. If YES, is required documentation
maintained at the SFA level? .

c. If documentation is available at the SFA,
dees it contain all the required
information?

Consolidating and Claiming™

102a. Does the SFA consdiidate the Claim for
Reimbursement?

b. if YES, complete 103, and 104,

[ 103. _
Review Period:

Eligibility Categaries

SFA Claimed Lunch Counts

- Reviewer Validated Lunch
Counts

= Difference
+ /-

Free

Reduced

Paid

REVIEW AREAS

YESJ NO , N/A l

COMMENTS

104a. Were the total lunch counts by category
for the review pericd corractly
consalidated and ¢laimed by the SFA?

b, If NQ, describe the problem and indicate
why the problem was:

Nonsystemic

Systemic *  _

L.

. * Rasponse results in PS 1 threshold excesded. Record as

NO on 5FA-T, G

SFA-2
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INSTRUCTIONS FOR §-1

10.

11.

12.

13.

14,

13.

16.

17.

18.

19.

SCHOOL DATA

Indicate the type of school by checking [/] as many categories as apply.

Check [v] all types of meal service which apply to this individual school. If meal service is provided
by a focd service management company, enter the name of the comgany,

Enter the grades from all schools which participate in the NSLP at this school.

Enter the total number of students who have access to the NSLP at this site. This figure shouid
encompass the time period for the review period. H this number is not available, use the number
which is most representative of the review period.

Enter the Average Daily Attendance (ADA) factor in the spase provided and cirele the source of the
ADA factor, Local {L), State (S) or Nationai {N}. The local factor may be an attendance factor
supnplied by the SFA or one developed by.the reviewer. . The reviewer shouid use the factor which
provides the most accurate reflection of the actual attendance for the review period for this school.
The attendance factor must be in decimal form rounded to three places.

Enter the review pericd and number of serving days in the review period.

Indicate whether the school has offer versus serve. If YES, check [ three or [/] four for number
of required items. : -

Indicate wheather the school has a [a carte service available. !f the only a la carte scld is milk,
check [ milk onby.

Record the time when the lunch service begins and ends.

Indicate each jocation where luncheas are served. If OTHER, describe the location or setting.

Enter the number of points where meal counts are taken.
Enter any comments and reference the block number(s} to which the comments refer.,

Enter the number af free and reduced eiigible [refer to Instructions for S-2, 207a.). Determine the
number of paid eligible by subtracting the free and reduced sligible counts frem the total number of

students recorded in 3-1, 4.

Enter the school's counts and reviewer's counts for the day of review {refer to Instructions for
-3, 3022, Calculate and record the difference.

Enter the schooi's counts, the SFA's claim for the school and the reviewer's validated counts for
the review period {refer to Instructions for S-4, 40ba.). Caiculate and record the difference
berween the SFA's claim and the reviewer's validated counts.

Caiculate the Average Daily Farticipation (ADP} factor. Divide the meals claimed by category by
the SFA recorded in 15, by the serving days recorded in 8. . Divide this number by the number of
sligibie recorded in 13. Round the participation factors obtained o thres decimal places.

Record the number of lunches served to ineligibles or second lunches counted {refar to Instructions
for 8-3, 3Cia.l.

Record the toral deficient lunches which resulted from a menu missing an item/component {refer 1o
instructions for 8-3, 304c.).

Record the total number of lunches ocbserved and the number of incomplete iunches (refar ta
Instructions for 3-3, 205c.).




H 13T REVIEW

COORDINATED REVIEW
. - SCHOOL DATA FOLLOW-UP
SFA: Date of Raview: [
School: :
Address: \

Name/Title of Person(s) Interviewaed:

Reviewer(s):
PRE-REVIEW . OBTAIN FROM S-2 THROQUGH S-7
1. Type of School: ([check as many as apply} 13. Reviewer's Frae
Count of !
[ ] Public ['l Private eligible
[1 Regular [] Boarding [1 ARCCI Students Reduced ‘
[ ] Cther: |
[! Pricing [] Nonpricing . Paid ’
[ 1 Special Assistance Provision |
[1 Special Assistance Provision Il 14, School's . Reviewer's i
[] Closed Campus [] Open Campus Combined Counts for
Ceounts for Day of Day of = Difference
Review Raview + /- |
2. Type of Meal Servige: [check as many as appiy) F - = ﬁ
[ ] On Site Preparation R - = f
['] Central Kitchen .
[} Pre-packaged Satellite P - 1
[] Bulk Sateliite __ '
[ ] Food Service Management Company |
Name: . 15, School's !
Reparted SFA Claim for i
— Counts for this School
2. Grades Participating in NSLP: Review far - Reviewer =Difference |
Pericd Review Pericd Validation = /- i
4. Total Students with Access to NSLP: F - = \
5. Average Daily Attendance Factor: L SN [l =
&, Review Period: = Number of Serving Days: P - = i
7. Cffer Versus Serva: [] Yes {] No T =
If Yes, Number of Items: {1 Three {1 Four
8. A La Carte Available: [] Yes [1 No 16. ADP Factor Free ‘
! 11 Mik Oniy if Needed: |
Claimed -+ :
9, Serving Times: Serving Days Reducad !
~ Eligible !
10. Lunch Served: [ 1 Cafetefia [ ] Classroom Students Paid
[] Ou:dcqt_’s [} Qther | _
‘[

11. Number of Points where
! Meal Counts are Taken:

17.

Number of Ineligible or Secend
Lunches Countad:

12. Cormments:

Totat Lunches

18. Day of Review Menu Missing

ltam/Component:
19. Day of QObsearved incomplete :
Review \ i
Lunches: |

S-1

H - 30.1%f




INSTRUCTIONS FOR S-2

ELIGIBILITY CERTIFICATION

201a. Obtain all of the eligibility documentation {applications and direct certification). Count the number
of students approved for meal benefits for the review period as made by the scheol. |f there is no
data on the application or direct certification, consider it a vaild application for the review period.
Record this information on 3-1, 13, Indicate if all applications or a statistically valid sample are
reviewed, If using a statistically valid sample, follow the instructions for statistical sampling
procedures in the Coordinated Review Guidance and retain documentation.

b. Review and evaluate eligibility determinations for completeness and accuracy. Indicate if the
applicaticn approval process is implemented correctly, Answer YES if all appiications are approved
correctly, If any errors are noted, answer NC and expiain in the comments saction. Record ail
discrepancies on the Certification and Benefit Issuance Error Worksheet, 5-5.

¢. Indicate If the direct certification determinations are correct. If direct certification documentation
does not contain the required information, record the students as miscategorized on the
Certification and Benefit lssuance Error Worksheet, S-5. If any errors are noted, answer NO and
explain in the commeants section.

202a. Test the system of benefit issuance, e.g., tickets, rosters, tokens by comparing 2 minimum of every
10th name listed as a free or reduced eligible shown on benefit issuance documentaticn to the
eilgibility determinations, If more than 10% of the names are reviewed, record the progedure used
in the comments section. Detsrmine the error rate by dividing the number of names in error by the
number of names reviewed. Multiply the results by 100 and indicate if it is 8% or more. .

b. If 5% or more of the names are in grror, indicate if the additicnal review included either all
remaining names on benefit issuance documentation, or a statistically vaiid sample. [f using a
statistically valid sample, follow the instructions for statistical sampling precedures in the
Coordinated Review Guidance and retain documentation. Record all discrepancies on the
Certification and Benefit Issuance Error Worksheet, 5-5.

203. Determine if there were changes in eligibility as a result of verification or resubmitted appliications
during the review period. [f changes were required and not made within the required timeframes,
answer NO. |f thers were no changes, indicate If the SFA has estabiished procedures in place @0
update aligibility by the required timeframes. Reccrd all discrepancies on the Certification and
Benefit issuance Error Worksheer, S-2.




' SFA:

COORDINATED REVIEW

CRITICAL AREAS OF REVIEW

SCHOGCL

Schoei:

REVIEW AREAS

N/A

COMMENTS

Parformance Standard 1

Eligibility Certification
Applications and Direct Certification

2C1a. Review of applications included:
All applications; cr

A statstically valid sample.

for this school?

c. Were all direct certification
determinations correct for this schooi?

If NO to b. or ¢., explain.

Record errors on the Certification and
Benefiz Issuance Error Woerksheet, S$-5.

b. Were ail applications approved.carrectly ..

Benefit [ssuance -

Z02a. Did the review of 10% of the names on
the benefit issuance document result in a
5% or greater error rate?

b. If YES, additional review included;

All names on the benefit issuance
document; or N

A statistically valid sample of

Record errars on the Certification and
Benefit Issuance Error Worksheet, S-5.

names on the benefit issuance document.

Updating Eligibility

203. Were changes in eligibility status
increased no later than 3 operating days
and decreased no later than 10 operating
days from the finai decisicn?

Record errors on the Certification and
Benefit Issuance Errer Warksheet, S-5.

S-2
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INSTRUCTIONS FOR 8-3

301a.

302a.

303a.

304a,

305z,

DAY OF REVIEW

Observe and indicate whether an accurate count by eligibility category is taken at the point of
service or an approved alternate. To answer YES, the system must be basad on an actual count of
students served by category and must consistently yield correct results. A NO answer is needed
when an accurate count of meals by category is not cbhserved. If second lunches or lunches served
to ineligibles were observed, record in $-1, 17,

Investigaie the problem to determine If the causes are nonsystemic or systamic. Describe why the
proplem was nonsystemic cor systemic and the fiscal and corrective action recommended. [When
the reviewer is unable to identify actual number of meals Incorrectly claimed and there is no
accurate count by eligibility categery, the fiscal action required is recaiculation of the meal counts.]
Cbserve how the meal counts by category are obtained from sach point of service and combined
for the total meal count by category for the schocl. Record en S-1, 14. Validate the meal counts
by type and record as reviewer's count for day of review on 3-1, 14. Calculate the differences to
determine if the procedures used by the school were accurate. I there were differences between
the school's combinad counts and the reviswer's combined counts, the gquestion must be answered

NO.

Investigate to determine if the causes are nonsystemic or systemic. Describe why the probiem was
nonsystemic or systemic and the fiscal and corrective action recommended. [When the reviewer /s
unable to identify actual number of meals incorrectly claimed and there is no accurate count by
eligibility category, the fiscal action required is recalculation of the meal counts.]

Indicate if fiscal action is needed based an the problems identified in 301 and 302. If there are no
pronlems, answer NA,

If there are problems in 301 and/or 302 and fiscal action is not necessary, expiain why in the
comments section. )

If a systemic problem is identified on 301 or 302 which results in fiscal action, it will be necessary
to obtain information from Claims for Reimbursement for all affected claiming perieds. Record
information from cther claiming péericds on Other Meal Claim Errors - Fiscal Action Reguired, S-8.

Evaluate prior to the meal service if ail required food items are creditable and avalilable. The school
should be advised and given the opportunity to add anmy missing item/component before the lunch is
served. If the missing item/component is dddéd, answer YES but record the deficiency and
technical assistance which was provided in the comments section. The reviewer must observe that
food items/componants are creditable and available throughout the meazl service for each serving
line. Indicate if all food items/components aré avallable, A NQ answer is required If an item is not

creditable or is not available. -

If the school did not have all the required items/components available on sach service line, describe
the problem in the comments section. o - -

Detarmine the number of meals affected which are counted and reported incorrectly for
reimbursement. Record the number of nonreimbursable meais on 5-1, 18 and §-7. If only one
menu is offered, ail maals are affected. |f two or more menus are offered, refer to Coordinated

Review Guidance for further information. -

Observe and indicate if zll meals countad for reimbursement contain the required number of food
items/cemporents. !f the reviewer observes one or mere fncomplete iunches counted as

reimbursable, 2 NO answer is required.

If the school countad lunches which did not contaln all the reguirad items/components as
reimbursable lunches, describe the problem in the comments section.

Re=ord the total number of lunches observed and the number cf incomplete lunches counted as
reimbursable on 5-1, 18, Incomplete meals in 304¢. must not be included in 305¢.




COQRDINATED REVIEW SCHOOL
CRITICAL AREAS OF REVIEW

SFA: - Schocl:

REVIEW AREAS

N/A COMMENTS

Day of Review

Performance Standard 1 - Counting and
Claiming -

301a. Does each type of food service line as -l
observed provide an accurate count by ':i";“
eligibility category at the paint cf service iz
{or approved aiternate}? |-+

5
5

b, If NO, describe the problem and indicate
why the problem was;

Nonsystemic

Systermnic *

202a. Were the lunch count totals by catagory
correctly combined and recorded?

b. If NO, describe the problem and indicate
why the prottlem was:

Nonsystemic

: Systemic *_

303a. Is fiscal action needed for problems
identified in 301. armd/or 3027

b, If NO, desecribe reasons.

Performance Standard 2 - Meal Components N

304a. Were all required food items/components
availabie to all students participating in PR
NSLP? _ R T

b. f NO. explain.

¢. Reccrd the number missing
items/components on Scheo!l Data, 8-1,
18 and Scheol Worksheet for Menu
Missing ltem/Compdhent, S-7.

|
i

Il 305a. Did ail cbserved lunches claimed for
! reimbursement contain the required
' number of food items? -

‘ B. If NO, expiain.

‘ ¢. Record number observed and incoemplete
: an School Data, 5-1, 19, o .

i =

* Response results in PS 1 Violation, _Reccrd NO on SFA-1, 4.

S-3
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INSTRUCTIONS FCR S8-4

401a.

403a.

405a.

408a.

REVIEW PERIOD

Obtain a copy of the meal counts by category for each serving day of the raview paricd and compare it to the day of
review count. This comparisen should be mads to the number of meals reported by the schocl, prier to any daily meal
adjustments which may have been made by the SFA as a resuit of edit checks, etc, However, If the reviewer
deterrmined that a nonsystemic error accurred in the scheol's day of review count, the validated counts on the day of
review may be used. Evaluate the counts and indicate if unreascnable shifts cocurred in the counts by catagory from
the review month to the day of review. Q-4 can be used to record this information.

Determine and indicate if the explanation describes an acceptable meal count system.

Determine and indicate If the school claimed more free meals on any day of the review pericd than the number of
students eligibie for free meals, S-1, 13. This determination should be mada using the number of meals reported by the
school, prior to any daily meal adjustments which may have teen made by the SFA as a result of adit checks, etc.

if YES, determine if there was an acceptable explanation for each day the free meals claimed were greater than the
number of free gligible. Answer NA if there were no days where the free meal count exceeded the number of students

eiigiole far free meals,

Determine whethar thare were any days in the reviaw month where the free meal count exceeded the attendance
adjusted iree eligible. Te¢ determine this, multiply the number of students eligible for free meals as detarmined in §-1,
12 by the antendance factor in $-1, 5, Round to the nearest whole number. Compare the number of free meals
claimed sach day of the review pericd to the number of adjustad free =iigible.

If YES, indicate If there were 50% or more of the serving days in the review period when free claims exceeded the
number of attendance adjusted free eligible. Answer NA if there were no days where tha free meal count exceeded the

attendarce adjusted free studenrs,

H YES, detarmine if there was an acceptable explanation for each day the free meals claimed were greater than the
nurmber of attendance adjusted free zligibles.

Exarnine the patterns of the reported counts of free, reduced and paid meals for the review period and indicate if the
counts are questionable for the population of students participating in the school's lunch program.

Indicate, after considering the explanation provided, if the patterns indicate questionable meal count practices.

Determine and indicate whether the SFA correctly used tha counts by category in the Claim for Reimbursement., Part of
this evaluation will depend on information obtained at the SFA level. O-4 can be used to record this information.
Record the school's reporied meal counis by categery and the SFA's claim for this school in 8-1, 15, If the school
submits one monthiy claim period report, validate the entire month by summing the daily totals by categery. (Recerd
the resuits in S-1, 15.) if the school submits other than a menthly clatm period report, validate cna of the scheool's
report submissions, i.e., daily, weekly, bi-weekly, Combine the validated count with the other reports for the review
periad and record the results in 8-1, 15. [T the validated count is different than the school reported count, investigate
and determina if the SFA correctly claimed meal counts for the schoal, if the validated count is different from the SFA
claim for this school, record the difference in 3-1, 15, Answer YES if the validated count matches the SFA's claim for
this scheol, If the review validated lunch count did not match the SFA's claimed lunch counts answer NO and describa

the problerm.

Investigate 10 determine whare the problem occurred and if the causes are nonsystarmic or systemic. Describe why the
problem was nonsystemic or systemic and the fiscal and corrective action recommended.

If YES, describe the fiscal action to be taken including the time periad covered. When the reviewer is unable fo identify
actual meals incorrectly claimed and there is an unaccepiable meal cocunt practice in the raview month, recaiculation is
required. If a systemic problem is identified which results in fiscal action, cbtain information from Claims for
Reimbursement for all affected claiming perieds. Racord information from other claiming pericds on QOther Meal Claim
Errors - Fiscal Action Raquired, $-8. Answer NA only when ne problems were identlfied in 401 - 408,

I there are problems in 401 - 408 and fiscal actien is not nacessary, explain why in the cemments saction.

Obtamn a copy of the menu records and determine if all required food {tems/components were oifered on sach serving
day of the review period.

If a menu s deficient, investigate to determine if the menu eccurred in other claiming periods and explain in the
comments section. Record the menu, missing food item/component and number of meals claimed for reimbursement
that were affected for the review period on the School Warksheet for Menu Missing Item/Compoenent, S-7. Record
deficient menus and meal count for other claiming periods on Other Meal Claim Errors - Fiscal Action Regquired, S-2.




COORDINATED REVIEW

SCHOOQL

CRITICAL AREAS OF REVIEW

Schoaol:

e —

COMMENTS

4017a.

Review Period

Performance Standard 1 - Counting and
Claiming —

Are lunch counts by category for the
review period reasonable compared to
lunch counts for the day of review? If
MNQ, obtain the school's explanation and
recard in the comment section.

Does this explanation describe an
acceptable meal count system?

| 402a.

Were there any days when the free
lunch count exceeded the number.of .
free eligible students?

If YES, was an acceptable explanation
available for each day?

403a.

Were there any days when the fres
lunch count exceeded the number of
attendance adjusted eligible students?

If YES, was it 50% or mere of the
serving days?

If YES, was there an gcceptable
explanation? -

@ -
4043,

Ware there patterns in the free, reduced
or paid lunch counts which appear
questionable? If YES, obtain the
school's explanation and record in the
comment section.

After consideration of_this explanation,
do the patterns indicate questionable
meal count practices?

405a,

Were the lunch counts by category
carrectly used in the Claim for

Reimbursement? -

If NQ, explain and indicate why the
problemn was:

Neonsystemic

*

Systemic

J3086a.

b.

1s fiscal acticn needed far problems
identified in 401. through 4057

If NO, describe reasons.

4Q7a.

r

Performance Standard 2 - Meal Components

Did menu records cr gther
documentation for the review period
indicate that ail required food
items/components wera offered?

. 1f NQ, explain and record on the Scheel

Worksheet for Menu Missing
Item/Caomponent, S-7.°

Response rasuits n?s 1 Viclation, Record NQ on SFA-1, 4,

S-4
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INSTRUCTIONS FOR S8-6
PERFORMANCE STANDARD 1 - MEAL ERROR RATE DETEAMINATION

Compiete the estimate or actual column for ail schools where any eligibility certification, benefit issuance or
updarting sligibiiity errcrs are identified and recorded on S-5.

ESTIMATE: Use of the estimate procedure provides an immediate meal arror rate with a minimal amount of
calcuiation. It is not necassary tc count the number of serving days for each student in error to use the

astimate procadure.

1. Using the information from S-5, 1 entar the total number of free students identified with a PS 1
Violation. From $-5, 2 2nter the total number of reduced price students with a PS 1 Viclation.

2. Entér the number cf serving days in the review period from $-1, 8. Multiply the number of serving
days times the number of free and raduced price students with a S 1 Violation.

3. Enter the product of line 1 x line 2. This is the maximum number of juncheas in the review pericd for
students with PS 1 Viclations. . Add the number of free and reducad prica lunches and enter in the

column, Number of Lunches Claimed Incorrectly on SFA-1, 4.,

4, Enter the average dJaily participation fagtors from S-1, 18. Use the appropriate fres and reduced factors
in the corresponding column, free or raduced. Multiply the ADP factor times the total number of
sarving days in the review period with eligibility certification, benefit issuance and updating eligibility

BIrors.
B. Enter the nroduct of line 3 x line 4, This is the adjusted number of [unches incerrectly claimed,
g. Add the adjusted numuoer of free lunches and the adjusted number of reduced prics lunches. Record

the sum of these numbers,

7. Fram S-1, 158 {SFA Claim for this Scheol for Raview Period) enter the total free glug reduced price
lunches claimed. A

2. Divide the adjusted number of free plus reduced orice lunches incorrectly claimed (6} by the total
number of free plus reduced price lunches claimed for the review pericd {7} and multiply by 100,
Reund to 1 place beyond the decimal {example; 8.75% = 8.8} and record the percent of lunches claimed
incorrectly for this scheool in 5-8, 8 and on SFA-T, 4. Do not round 9.8% - 2.28 w0 10.0.

ACTUAL: The actual procadure is usad after the SFA/school has taken corrective action on missing social
security number or missing adult signature errors,

3. Using the information from $-5, 3 and 4 (F-R plus F-D), enter the maximum number of lunches in error
for the review period in the free coiumn. Follow the same procedure for reduced using 5-5, 5 and 8. [f
the zctual number of [unches for each student is obtained from source documentation, leave biank,

a4, Enter the average daily participation factors from S-1, 18, Use the appropriate frea and reduced ADP
factors in the corresponding colurmn, Free and Reduced. Muitiply the ADP factor times the actual
number of serving days in the revisw period with sligibility certifisation, benefit issuance and updating
eligibility errors. if participarion data is obtained for each student listed, leawe biank.

5. Enter the product of item 3 x itermn 4 or the total number of actual lunches fncarrectly claimed.

Add the murnber of free lunches and the number of reduced price lunches. Record the sum of these
numbers in the column, Number of Lunches Claimed [ncorrectly on SFA-1, 4.

_0)

7. Fram S-1, 15 (SFA Claim for this School for Review Feriod) enter the total free plus reduced price
lunches claimed.

3. Divide the number of free plus reduced price lunches incorrectly claimed (6) by the total number of free
plus reduced price lunches claimed for the review period {7} and multiply by 100, Round to 1 place '
bevond the decimal (example: 8.75 = 8.8). Record the percent of lunches claimed incorrectly for this

schoel in 8-6, 8 afd on SFA-1, 4. Do not round .95 - 3.89 ¢ 10.0..

5-18




COORDINATED REVIEW

[] SFA LEVEL
GENERAL AREAS OF REVIEW [ ] SCHOOL LEVEL
|
I sea S School: |
REVIEW AREAS YES l NO | N/A COMMENTS |
" ]
i Free and Raduced Price Procass I
501. Is the policy statamant implamanted as
‘ approvad? |
502, Doas the systam as implemantad
{raviewar obsarvaticn) pravant ovart !
identification of students raceiving frae |
ang raducad price banafits at maal ;
sarvica or at any othar tima?
503. Was the verification procass .
compiated according to ragulations? !
!
504. Ware latters of a potential raduction in 1
banefits sant to families with studants i
in this school as required? !
5085. Wara any applications deniad H
incorrectly? ‘E
't
|
Racord errors on the Certification and ‘

Banafit Issuanca Error Worksheat, $-5.

601a.

802.

603.

604,

Meal Pattemns

Do tha porticn sizes appaar to maat
the minimum maai pattern
raquiremants?

1f NO, does a review of records and
procedures indicate that required
amounts of food ware available for
sarvice for sach day of the reviaw
pariod? B

Wars [owfat unflavored and whole miik
available throughowt the serving pariod
on all sarving nes?

Is offar versus serve properly
implamaentad?

Did ths number cf servings of
braad/bread aitarnate meaat tha
minimum waeekly raquirsmant?

H - 30.1k




INSTRUCTIONS FOR G-2

CiViL RIGHTS
701 - 708,

Determine, based on the answers 1o the questions in this section, if program benefits are made
availabie and provided to ail chilgren without discriminatgn on the asis of ther race, color,
national origin, sex, age, of handicap, and that the SFA seeks 1o reach all portions of the
popuiation.




COORDINATED REVIEW

SFA:

GENERAL AREAS OF REVIEW

rSchocl:

N

REVIEW AREAS

YES

NO

N/A

COMMENTS

701.

702.

703.

704.

7086,

707.

708.

705a.

Civil Rights

Is a USDA/FNS approved poster
displayed in a prominant place and
visibla to racipiants?

Is tha corract nondiscrimination

statement ingluded on appropriate. .. .. .

program matarisis?

Has the SFA or Stats sent out a public
ralaase to community/Qrassroots
organizations?

Are foraign langusge transiaticons
available whan a significant number of
persons spaaking only a foraign
language is in the popuiation?

Ara procadures astatblishad to raceiva
complaints allaging discrimination?

Have thars baan any written or varbal
complaints alleging discrimination?

If YES, hava thasa complaints bean
raparted to tha Stata agency?

Do admission procedures used restrict
anroflmant by minccity psrsons?

Ara incorreacty denied frae and
reduced prics spplicstions
disproportionally composed of mincrity
applications?

Ara handicapped studants providad
pragram banaefity as prescribed by
reguiations (including special distary
naads), as appropriate?

G-2

H - 30.11




INSTRUCTIONS FOR G-3

MONITORING RESPONSIBILITIES

801a,

202a,

Exammnine the docurmentation of the on-sita review of the reviewed school to determine f
the SFA had monitored the reviewed school’s counting and ¢laming procedures by

February 1,

Determine if there were arrors in the meal counting and ciaiming procedures for the
reviewed school that reguired corrective action.

If errors were identified in the meal counting and claiming procedures for the raviewed
school, determine if an on-site follow-up review was conducted within 45 days to ensure

that corrective action was implemented.

Review doscumented corrective action 1o determine if deficiencies cited were successfuily
corrected.

Detarmine if 2 comparison is made of each reviewed school's daily counts to the
attendance adiusted enroliment prior 10 the subpmission of 3 Claim for Reimbursement, ¢
a comparison is made using an alternate method, descrite the method used in the

comments seciion.

Determine if the SFA has evaluated the caily counts for reascnableness prior to
consolidation if they exceed the edit check.

REPORTING AND RECORDKEEPING

901.

S02.

Determine if the SFA prepares and submits reperts as required,

Detarmine if the school/SFA is retaining the appropriate records regarding program
management for 3 years after the final Claim for Reimbursement for the fiscal year or

unt resoiution of any audits,




COORDINATED REVIEW

GENERAL AREAS OF REVIEW
—_——— e ——— - — - - _ - = - .
T
SFA: School: i
KREVIEW AREAS YES NO N/A COMMENTS 7

Monitoring Rasponsibilities

801a.

g02a,

Was the on-sita raviaw of tha maal
counting and ¢laiming procedure
complatad pricr to Fabruary 17

Was corractivae action of the meal
counting and claiming procedura
raguirad?

If YES, was a follow-up raviaw
conducted within 45 days to ansure
that the school implemented corractive
action? --

Does documentation indicata that
corractive action was succassful?

Prior to the submission of a claim, ara
attandanca adjustad sligibles {or an
altarnate approved by tha Stata
agency} by catagory comparad to daily
meal counts for_aach schooi?

Have daily counts that excaed the
attendance adjusted eligible adit check
{or aiternate approved by the Stats
agency) baen avaluatad priof ta
consoligation? f NO, axptain,

Raporting and Recoctkeaping

201,

a0z,

Wara raports subtshitted as requirad to
tha Stats agency?

Ara racords maintained for 3 years
aftar tha final daém for reimbursemant
for the fiscal year oc until rasolution of
any audits?

H - 30.1m




INSTRUCTIONS FOR 0-3

beginning through the end of the school year, and record the total number of serving days for each

1. Cress out any days including Saturday and Sunday that the meal service was not operating frem the
on the line at the bottom ¢f the box. (

2. indicate :he name of the school.




. COORDINATED REVIEW

SCHOOL YEAR 1935 - 1996 CALENDAR

OPTIONAL |

SFA: = R SCHOQOOL:
JULY AUGUST SEFTEMBER
s M T W T F 5 S M T W T F S S M T W T S
1 1 2 3 4 5 1 2
2 3 4 &5 6 7 8 6 7 8 9 10 11 12 3 4 5 8 7 8 9
g 10 11 12 13 14 18 13 14 1% 16 17 18 18 10 11 12 13 14 15 16
18 17 18 19 20 21 22 20 21 22 23 24 25 28 17 18 19 20 21 2 23
23 24 25 28 27 28 29 27 28 29 30 31 24 25 26 27 28 29 30
30 3 -
QOCTOBER NOVEMBER DECEMBER
S M T W T F S S M T W T F s S M T W T S
1 2 3 4 5 8 7 1 2 3 4 1 2
8 9 10 11 12 13 1i4 5 68 7 8 9 10 1M 3 4 &5 8 7 8 9
18 16 17 18 13 20 21 12 13 14 15 16 17 18 0 11 12 13 14 156 16
22 23 24 25 26 27 28 19 20 21 22 23 24 28 17 18 18 20 21 2 23
23 3C 31 — 26 27 28 29 30 24 25 26 27 28 29 30
. 31
JANUARY FEBRUARY MARCH
s M T W T F S S M T W T F S s M T W T 3
1 2 3 4 &5 8 1 2 3 2
7 8 g 10 11 12 13 4 5 6 7 8 8 10 2 4 5 8 7 g
14 15 16 17 18 1138 20 11 12 13 14 15 168 17 10 11 12 13 14 16
21 22 23 24 25 268 27 18 13 20 21 22 23 24 17 18 19 20 21 22 23
28 29 30 31 _ 25 26 27 28 29 24 25 28 27 28 30
31
APRIL — MAY JUNE
S M T W T F S S M T W T F S S M T W T S
1 2 3 4 § B 1 2 3 4 1
7 8 9 16 11 12 13 5 6 7 8 9 10 11 2 3 4 B 6 3
14 18 16 17 18 19 20 12 13 14 15 16 17 18 g 10 11 12 13 15
21 22 23 24 25 280 27 19 20 21 22 23 24 25 16 17 18 18 20 22
28 29 30 T 26 27 28 29 20 31 23 24 25 26 27 29
30
Revised January, 1395
0-3

HE - 30.In




COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW

SFA:

DATE:

REVIEW AREAS

SFA

SCHOOL

N/A

COMMENTS

I

Al

B.

903. LOCATION CF RECORDS
{Check Appropriate Box)

WVDE 43-10-32 (Anfual Report)
WVDE 43-10-30 (Clzim for Reimbursement)

WVDE 43-10-308 (Ddilv Record of Program
Operations) -

WVDE 43-10-31 {Monthly Financial)
Verification Summary

Policv Statement

Sponsor's Agreement

Food and Supplies Inventory
Donated Foods Inventory

Equipment Inventory

Equipment Depreciation

Policies of Operation Handbook

. Invoices

Payroll

Shared Costs .
Invested Funds

Audit Reperts - Internal.
Audit Reperts - Independent
Sponsor Monitoring Reporis
Procurement

School Nutrition Policy 4321.1 Plan

2N CREL

H- 30.l0




State Agency Addendum

. COORDINATED REVIEW

SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW

SFA: DATE:
REVIEW AREAS
904. Are food service funds separated by: A, Bank Account ] B. Ledger or Project Code
905. Are provisions made foraccounting of:
A, Summer Food Service Program Funds Yes No If no, explain
. B. Nutrition Educetionand Training Funds Yes No If no, explain
C. A La{Carte Breakfasi Funds Yes No 1f no, explzin
D. Milk Funds ] Yes Ne I no, explain
906. A. Who initiates the acquisition of goods and services?
B. Who receives the invoices for pavment?
C. Who evaluates expenditures to determine that they are allowable and/or proper program costs?
D. Who properly categorizes or codes the program related expenditures?
E. Does the SFA use formal bidding procedures for food sarvice purchases in the aggregate of $10,0007
Yes No if no, explain
. F. Are documented informal or formal bidding practices used for purchases under $10,0007
Yes No___ If no, explain
00724 CREL G-3 H - 30.1p




COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW
SFA: DATE:
REVIEW AREAS
907. Isthe SFA's food service program ceniralized __ decentralized ?
A. If centralized, how often is the food service account reconciled? By whom?
B. What is the dollar value of invested food servics funds?
How are these funds used?
C. What is the dollar value paid from county funds for:
1. Labor _ 2. Qther (specify)
508. A. Whatis the Fiscal Year end of the most recent Audit Report?
B. Does the zudit diselose any material weaknesses or findings related to Child Nutrition Programs? = Yes No
Comments: = . -
C. I yes, have the findings or weaknesses been corrected?  Yes No
Comments: -
$OmE CREL G-6 H - 30.1q




. COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW

SFA;

— DATE:

REVIEW AREAS

909,

S1aQ.

51l

912.

SYSTEMS MANAGEMENT

Describe the system for handling disbursemenis (including time frames and names of responsible persons) of the
reimbursement received.

Describe the system for receiving the WVDE 33-10-308S, (S-MASTER), Daily Record of Program Cperations from
each school, (Participation)

Describe the system for consolidating or preparing the WVDE 43-10-31, (F-MASTER), Monthly Financial Report
(including time frames and names of responsible persons).

Are Quarterly Financial Reports submitted 1o the WVDE in a timely manner as required? Yes No
If no. explain
Describe the system for pFeparing the WVDE 43-10-30, (C-MASTER), Claim for Reimbursement {including time

frames and names of responsible persons).

Was the annual report submitted to the WVDE by September 307 Yes No If no, explain

09TenCRE ] . G-7 H - 30.1r




. COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW

SFA: ' DATE:

REVIEW ARFAS

EVALUATION

915. A. Three months operating cost

B. Net Cash Resources

C. Do net cash resources exceed three rmonths operating costs?

NOTE: To be completed by Stdie Agency Staff (Based on the previous year's Annual Report).

D. Ifso, is there an approvad plan to veduce the net cash resources on file at the WVDE?

. E. Are net cash resources less than one months operating costs?

F. Ifse, what provisionis made for meeting expenditures?

916. A. Indirect costs earned by sponsor

B. Indirect cosis reimbursed to sponsor

C. Did the spensor overcharge the Food Service Program for indirect costs? Yes No
Comrent: — -
917. A. Costpermeal: Breakfast Lunch
B. Charge permeal:  Child Breakfast Child Lunch
Aduit Breakfast Adult Lunch
C. Dothe meal costs appear  Low, Average or High?
518. [s the SFA subsidizing adult breakfasts and/or adult lunches?  Yes No If yes, to what extent?

. $15. Ars commodities included In the food cost at value or at cost?

920. Are physical inventories taken monthly, yearly, or not taken?

3072 CREL G-8

H - 30.1s




. COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY
GENERAL AREAS OF REVIEW
SFA: ] DATE:
REVIEW ARFEAS
921. Isthe central office staffing adequate 1o meet the needs of the food service program? Yes No

If no, explain.

. 922, Are county menus used throughout the SFA? Yes No If no, explain.

923. Has the SFA's CompreRensive Nutrition Plan for compliance with Policy 4321.1 been developed and implemented?

Yes _ No__
A. Does the Plan integrate nutrition services and curriculum? Yes No
Comment

B. This SFA selected Option A Option B

If Option A has been selected, what measures have been taken to document meeting the monthly goals?

C072:47/CRE] G-% E - 30.1t




. COORDINATED REVIEW
State Agency Addendum

SCHOOL
GENERAL AREAS OF REVIEW

SFA: — SCHOOL:

REVIEW AREAS

924. POINT OF SERVICE

A, Record the method used for determining the number of meals served by category. (Point of Service method used)

B. What alternate method would be used if the current method fziled or could not be used?

C. Does the system:

1) Prevent overt {dentification?

2} Identify non reimbursable meals? (adults, and students meals, student teachers, stc.)

207nde CREL G-10 H - 30- 1u




COORDINATED REVIEW
State Agency Addendum

SCHOOL
GENERAL AREAS OF REVIEW

SFA:

h ' ' SCHOOL:

REVIEW AREAS

925. INTERNAL CONTROL

A, Name and position of person(s) collecting food service money. (Children's payments, adult payments, extra milk,
reimbursement check, etc.)
Name - ] Position
Name Position
Name Position
B. Name and position of person responsible for totaling and docurnenting money collected:
Name Position
€. Name and position of person responsible for making the bank deposits of food service money collected:
Name Position
D. How often are the bank deposits made?
Daily ~ Weekly Menthly Other (specify)
E. Is potential cash compared with actual cash collected on 2 daily basis? Yes No If no, determine the
difference in figures.” Comment if there is a significant difference,
F. IsaFood Service Equipment Inventory on file at the School or SFA?
(. Ifon file at the school, does the inventory reflect the proper expensing of equipment? Yes No
Comment: _ _
2072/ CREL G-11 | H - 30.1v




COORDINATED REVIEW
State Agency Addendum

SCHOOL
GENERAL AREAS OF REVIEW

SFA:

SCHOOL:

REVIEW AREAS

A,

9268, CASH MANAGEMENT

Does the school have a cash reconciliation system1 which reconciles cash coliected with meal ¢ounts as recorded?

Yes Ne _

How often are cash collections reconciled with meal counts? Daily, Weekly, Monthly or other

Are discrepancies documented? VYes No

Does the system safeguard cash, tickets, tokens, ID's, etc., from loss, theft or misuse?

027, s the food service accoint reconciled with the periodic bank statement?

$28. Ifapemry cash systemn is used, is it accounted for properly?  Yes No

929, A, If"other foods" are being sold during the instructional day, are the local revenues from these sales being accounted
for? h
B. Are the revenues uszsd to benefit the students/school? Yes No Explain.
C. Are taxes remitted for the sale of vended items, if required? VYes No
CLECRE G-12 H - 30.1w




COORDINATED REVIEW
State Agency Addendum

SCHOOL
MEAL QUALITY
GENERAL AREAS OF REVIEW

SFA: SCHOOL:

REVIEW AREAS

605. s drinking water available 1o students in the dining area?

Yes No Explain

606. Do production records for the review period indicate sound record-keeping practices?

Yes No _ Explain

A. Do records indicate that planned portions met quantity requirsments for the review pericd?

Yes No ____ Ifno, explain

607. A. Aveproduct fact sheets or Child Nutrition labels available for processed credible food items served during the review

period? Yes _~ No

608. Which of the following steps have been taken to implement Option B of the county’s Comprehensive Nuwition Plan for
compliance with Poliey 4321.1

A. Provide 1.3 servings bread or bread alternate daily, or 10/1Z servings weekly. Five servings par week contain 33%%

whole grain.  Yes_—= = No_
B. Serve at least i/4 cup fresh fruits and vegetables 5 imes perweek.  Yes __ No_
C. Reduce sugar, fat and salt in the meals served tostudents.  Yes __ No__
D, Offer 1/2 cup dried beans, dried peas or lemtils weekly, Yes =~ No_
E. Use lower fat meat/meat altemate choices,  Yes __ No___
F. Other =

S0TAYrCRES -1
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COORDINATED REVIEW
State Agency Addendum

SCHOOL
MEAL QUALITY
GENERAL AREAS OF REVIEW

SFA: SCHOOL:

REVIEW AREAS

809. A. What measures are being taken to address the needs of pregnant and lactating students?

B. What efforts are being made to inform students of meals available 10 meet the needs of pregnant and lactating studenis?

610. Arestudents' energy needs being met?  Yes No If no, explain.

611. If Option A is being used, are the following goals being met?

A. Calories provide one third of the RDAs, Yes____ MNo__  Explain
B. Sodium is equalto or less than 1100 mg. daily. Yes __ No____ Explain
C. Fiber provides an average of 6g. daily. Yes_ Ne__ Explain
D. Iron provides one third of the RDAs. Yes_ No_  Explain
E. Vitamin A provides one third of the RDAs.,  Yes___ No__  Explain
F. Vitamin C provides one third of the RDAs.  Yes__ Ne__ Explain
G. Thiamin provides one third of the RDAs, Yes___ No_  Explain
H. Calcium provides one third of the RDAs, Yes ___ No__ Explain
. . Percentage of calories from fatis 309 orless. Yes __ No_ Expiain
03723rICRE) . G-14
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COORDINATED REVIEW
State Agency Addendum

SCHOOL
SCHOOL ENVIRONMENT
GENERAL AREAS OF REVIEW
SFA: SCHOOL:
REVIEW AREAS

612, Is adequate time provided for:

Breakfast?  Yes = No If no, explain

Lunch? Yes _ No If no, explain

613. Does the dining area encourage student participation? {clean, well-maintained, arractive, social acceptability, seating capacity)
. 614 De administrative practices encourage student participation (wait-time, supervision, scheduling, menus disseminated)?
§13. Are "other foods" offered or sold during the school day meeting the Policy requirements for:
A, Fat, 8 grams per ounce or less? Yes No
B. Sugar, less than 40%7 Yes Ne
C. Juice, 20% or more? Yes No
616. Is documentation available for approved items sold or offered during the schooi dav?  Yes No
If no, what steps will be 1aken to obtain the documentation and/or to rsmove the non-nutritious ftem{s)?
617, Are "other food” sales prohibited in the school dining area during the lunch period?  Yes No
If no, explain _ . _
618. Are nurrition services and curriculum being integrated?  Yes No If ves, site examples
€19, [sthere evidence that the school community is involved in nutrition policies and practices?

No If yes, site examples

OTLErCREN
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COORDINATED REVIEW
. State Agency Addendum

FOOD SERVICE MANAGEMENT COMPANY
GENERAL AREAS OF REVIEW

SFA:

DATE:

REVIEW AREAS

[

(5]

FOOD SERVICE MANAGEMENT COMPANY

Are all expressly-required conwract criteria stated in the Food Service Management Company Agreement? (ses checklist)

Describe the method used for determining the unit meal charge stipulated under the contract.

Was competitiVe sealed bids or formal advertising used in contracting with the Food Service Management Company?

Are the federally donated commeodities received by the School Food Authority and made available to the Food Service
“Management Company used only 1o the benefit of the school's feeding operation and utilized therzin?

ATHENCRE] G-16 H - 30.1aa




WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

CHILD NUTRITION PROGRAMS {County Board of Education or Sponsoring Agency;
RECORD OQF ON-5ITE VISIT

(Name of School, Center, Institution, Home, Camp or Program}

{Address of School, Center, Institution, Home, Camp or Program)

(Name and Title of Perscn(s}) Contacted)

INITIAL PURFOSE OF VISIT: ARFA (S) CHECKED DURING VISIT: {Check One or Mors
CUTREACH i _ Meal Quality . Nutrition Education
NEW PROGRAM Meal Service Personnel Training
PRE-APPROVAL ‘ Free & Reduced Price Meals ) Competetive Foods
REQUEST - _ Regords & Reports Meal Reguirements
NET = fanitation & Safety Fquipment & Facilities
TECHNICAL ASSISTANCE ’ Other (Designats)
MONITORIN

COMMENTS: (Based Upon a General Overview of the Area(s) Designated Akove —- NOT a Detailed

Analysis or Evaluation)

RECOMMENDATIONS: (Indication of Needed tmphasis, Based Upon a General Overview)

{Signature)} (Date of Visit)

WVDE  43=320-03-5. =




WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston. West virginia 25305-0330

OFFICE OF CHILD NUTRITION
PLANS FOR CORRECTIVE ACTION
SCHOOLS, INSTITUTIONS, CENTERS, AND SITES

DATE
HAME OF SCHOOL, INSTITUTICON, CENTER, OR SITE

Within working days return 2 copies to:
- ADDRESS West Virginia Department of Education

Qffice of Child Nutrition

Bulilding 6, Room 248

SPONSOR'S NAME 1900 Kanawha Beculevard, East
Charlesteon. WV 25305-0330

4PONSOR'S ADDRESS - . ATTENTION:

TYPE OF EVALUATION
0O CRE 0O CACFP O SFSP O On-Site Review

An evaluaticn of the school/agency on the above date indicates the need for corrections in the
areas listed below. In the space provided, indicate corrective action taken or planned.

TOTAL ASSESSMENT

. Signature of administrator or principal

43-40-22 Revised 2/93 H- 30.3 037%¢
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DATE:

TO:

buring recent mcnitoring activities in your county/institution, violations
were detected In certain arees of your £focd service program which reguire an
adjustment of reimbursement.

The following schcools are to be assessed the stated amounts for errors in the
neoted areas of cperaticon:

ASSESSMENT
Number Lunches
School/Institution Area Section 11 Section 4 Number Cash or
(F/R) {Total) Breakfasts Vvalue of
Meals

UNDER CLAIM

TOTAL

The total amocunt of % will be deducted from or added :tc a
future claim for reimbursement by the West Virginia Department of Education Finance
Cffice. _

SIGNED

TITLE
i Child Nutrition Programs
west Virginia Department of Education

cc: County Food Service Supervisor/Program Administrator
State Director, Child Nutriticn
State Audit Office, Account

OFFICE USE CNLY

Month of adjustment
Total amount
Changes made by
Date

43-40-22a " Revised 3/6/89 H - 30.5




MONITORING OF ACCOUNTABILITY
NATIONAL SCHOOL LUNCH PRCGRAM

I.  Name of School

2. County/SFA L

5. Current Eardllment _

4, Average Dally Attendance Today's Attendance
5.  Number of applications correctly and currently approved. Free Reduced
6, Changes in free/reduced price e!igibility stafus were increased no later than three (3)

operating days and decreased no later then ten (I10) operating days from 1he final
decision. Yes _ No

7. The verification process has been started/completed according to  requlations,

Yes _ —ho

8. The poiicy statement has been implemented as approved. Yes _ No

9. The counting system yielded the actual number of lunches by category served fto
students. Yes - No .
Today's Lunch Count: free Reduced Paid Total

[C.  The system for recording and reporting !unches served by category was correct.
Yes No

(. Lunch counts by category for the previous month were reasonable compared to lunch
counts for the review day. Yes _ No

2. Prior to the submission of a claim, aitendance adjusted eligibles by category were
compared to dally meal counts at the school. Yes No
Discrepancles were noted. Yes No

t5. Required food [iems/comporents were available to ail students participating in the
NSLP. VYes _ No

{4, Lunches claimed for reimbursement contained the required number of food items,
Yes No _ , and required quantifies. Yes No

[5. Lowfat unflavored and whole milk were available throughout the serving period/periocds
on afl serving [ines. Yes No

6.  Procedures ~have been established to receive complainis alleging discrimination.
Yes ~No

7. Comments regarding additional aspects of the Child Nutrition Program:

8. Was a Corrective Action Plan necessary? Yes No B
19.  Reviewer __ ~ Date
00250 —

Revised 4/6/94
H - 30.6




DEPARTMENT OF HEALTH

INSPECTION REPORT FOR FOOD SERVICE ESTABLISHMENTS

NAME OF ESTARL I FENT

ADCHESS OF ESTABSHMENT

NANE

QWHER, OPERATOR OR ACSTIFED AGENT!

CITY, COUNTY OR DSTRICT

PERMIT MUMAER

DATE

Sir' Based on an napeclicn this day, the tems marked below dantdy the violrtion in cperation or faciites which must be corrected by the next
fouting 1nspestion of such Jhorter pariod of tme &3 may be spec:fied in writing Dy the heshth gutherity. Faiure 1o comply with this Aotice may resultn
immediate sUSCHNon of your parmuts. An 0pportumity for 30 apDe 8l will be provided if & writien raquast for 3 heanng 1t filed with the hesith authonty
wilfin the pariod of Gme estabiished :m this Aotice for the earracnan af viclatons,

ITEM
NO.

REMARKS (Please specify areas,)

The unsatisfactory conditions recordad ware discussed with the awnar or Operaicr or his reprasantative.

VICLATIONS MUST BE CORRECTED
ON QR BEFORE:

pgnd bl Sirwieri. i), |

Note: Scove = 100 Wes weight of tems viodted

Sanitansn

H - 30.7
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PUBLIC NOTIFICATION

It is the School Food Authority's responsibility to tram and monitor their schools in regard
to Civil Rights Compliance,

Sponsors must ensure that all forms of communicaticn and printed program information
that are disseminated, especially the free and reduced price notifi catlon 1eﬁers application
forms and public releases, mclude the following e[ements
e The statement that pregram benefits and services are available to alt-children
without regard to race, color, gender, disability, age or national origin; and

e The procedure for filing a complaint. Participants who feel they have been
discriminated againsi should write to the Administrater, Food and Nutrition Service,
USDA, Park Office Center, Alexandria, Virginia 22302.

Parents or guardians of students in schools pariicipating in the school nutrition programs,
as well as lecal minority and grassroots crganizations should be informed of the avaiiability
of program benefits and services, the non discrimination policy and all significant changes
in existing requirements that pertain to program eligibility and benefits.

A non discrimination poster must be displayed in the food service/dining area. [l - 30.1]
Posters are available at the West Virginia Depariment of Education.

The sponsor should make available to the public and to participants and potential
participants upon request, information about program requirements and the procedures for
filing a complaint in English and/or in the appropriate translation to non-English speaking
persons,

01 4Z:d/POON (CO) = L-1




DATA COLLECTION

United States Depariment of Agriculture (USDA) requires each school {o keep on file the
number of enrolled students by race, the number approved for free and reduced priced
meais, and the number denied.

This information should be collected and on file in the school office by October 31 of each
year. [l - 30.2] - . A :

The racial/ethnic categories for which this infermation must be collected are:

American [ndian or Alaskan native;
Asian cr Pacific [slander;

Black (not of Hispanic origin);
Hispanic; and/or

White.

In the event that a household does not complete the voluntary self-determination on the
free and reduced price meal application form, this information must be obtained by other
methods. Other methods may include determination of the informaticn by a school official
through observaticn or personal knowledge. This information must be:

o Maintained on file for three years; and

® Procedures should be established to ensure that the information is made available
only to authorized state and federal personnal during reviews or as part of Office of
Management and Budget approved surveys.

0142:/POOMICO) _ - | = 2




REVIEW OF SCHOOLS

When a review of a school is performed, the following information should be reviewed:

e Approved and denied free and reduced price applications are maintained on file.

¢ Whether denied free and reduced price applications are disproportionally composed
of minerity applications.

¢ Whether there is a need for bilingual material or staff and how, if it exists, it can be
addressed. . R . S

¢ Procedures that are usedio determine and process civil rights complaints.-

¢ \Vhether admission procedures used resirict enroliment by minority persons.

e United States Depariment of Agriculture or a Food Nutrition Service approved
poster is displayad.

e Free and reduced price applications and lefters provided to parents or guardians of
participants and potential participants contain the non discrimination statement.

5142:dmPOCMICD) il l ) 3




PROCEDURE FOR FILING COMPLAINTS

Right to File a Complaint - Any person alleging discrimination based on race, color,
national origin, gender, age or disability has a right to file a complaint within 180 days of
the alleged discriminatory action. Under special circumstances this time limit may be
extended by office of Minority Affairs.

Acceptance - All complaints, written or verbal, shall be accepted by the designated person
at the school and the School Fdod Authority and then forwarded to the Department of
Education. It is necessary that the information be sufficient to determine the identity of the
agency or individual toward which the complaint is directed, and to indicate the possibility
of a violation. Anonymous complaints shall be handled as any other complaint.

Verbal Complaints - In the event that a complainant makes the allegation verbally or
through a telephone conversation and refuses or is not inclined to place such allegations
in writing, the person to whom the allegations are made shall write up the elements of the
complaint for the complainant. Every effort should be made to have the complainant
provide the following information:

¢ Name, address and telephone number or other means of contacting the

complainant.
¢ The specific location and name of the entity delivering the program service or

benefit.
e The nature of the incideni(s) cor action(s) that led the complainant to feel

discrimination was a factor.

e The basis on which the complainant feel discrimination exists {race, color, national
origin, gender, age or disability).

e The names, titles and addresses of persons who may have knowladge of the
discriminaiory action(s).

e The date(s) during which the alleged discriminatory action occurred, or if continuing,
the duration of such actions.

D142tdPOOMI (GO) = ) -4




DEFINITIONS

Grassroots Organization - Any organization at the local level which interacts with potential
participants, such as a community program, civic organization, migrant group, church,
neighborhood council, local chapter of the National Association for the Advancement of
Colored People or other similar groups.

Minority - A person or group of persons belonging-to the protected classes covered by
Title V1 of the Civil Rights Act of 1964, as amended, and later specsf ied by the Office of
Management and Budget (OMB) as:. . _ .

American Indian or Alaskan Natwe
Asian or Pacific [slander

Black (not of Hispanic Crigin)
Hispanic

Racial/Ethnic Categories - The designation of participants/potential participants by race,
color or national origin from the collection and reporting of racial/ethnic data as follows:

e American Indian or Alaskan Native - A person having origins in the original peoples
of North America, and who maintams cultural identification through tribal affiliation
or community recognition.

e Agian or Pacific Islander - A person having origins in any of the criginal peoples of
the Far East, Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This
area includes, for example, China, India, Japan, Korea, the Philippine Islands and
Samoa.

e Black (not of Hispanic Origin) - A person having origins in any of the black racial
groups of Africa.

e Hispanic - A person of Mexican, Pureto Rican, Cuban, Central or South American
or other Spanish cuiture or origins, regardless of race.

Complaint - A verbal or written allegation of discrimination which indicates that any National
Schocl Lunch Program, School Breakfast Program or Speciat Milk Program is administered
or operated in such a manner that it results in disparity of treatment, benefits or services
being provided fo a child or group of children because of their race, color, national origin,
gender, age or disability.

A2 GPOOMIICS) . -5
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This facility is operated in accordance
with U.S. Department of Agricufture
policy, which prohibits discrimination
on the basis of race, color, sex, age,
handicap, religion, or national origin.

Any person who believes he or she
has been discriminated against in any
USDA-related activity should write to:

Co s& niy ducoc ditu khifn theo chanh sach
cia B& Czanh-Néng Hoz-K¥, ¢dm khéng ai
duge ki thi ve ndi gidng, mauda, pam ni¥, tudi
t4c, 13t nguydn, 1&n gido hay xif sé gdc pac.
BZt 21 ngurdi ndotho 14 minh d3 bi k¥ thi gi
trong mét hoat déng ndo likn he dén Ba Canh
Nang Hoea-K¥ thi cif vigt thu bio che:

Adminfstrator

Food and Nutrition Service

Las cperacienes de estas instala-
ciones estan en conformidad con la
pelitica det Departamento de Agricul-
tura de los Estados Unidos que pro-
hibe la discriminacién en base de
raza, color, sexo, edad, impedimento
fisico, religion u origen nacional.

Toda persona que piensa ha sufrido
discriminacién en cualquier actividad
relacicnada con el Departamento de

Agriculiura debe escribir a:

ARG EERLF I %l
FR e F B A &l kB
R R 2 el

AiaAhn 2t Bartiagz
A VAR E-JC R - -l

H
~ P

- 3101 Park Center Drive f

- Alexandria, VA 22302

Pursuant 1o Zivil Rights Laws and Reguiations Applicable to Faderally Assisted Programs.

P
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CIVIL RIGHTS INFORMATION

DATABY RACE — AMERICAN ASIAN CR BLACK HISPANIC WHITE TOTAL
INDIAN OR PACIFIC (NOT (NOT
ALASKAN ISLANDER HISPANIC) HISPANIC)
ENROLLED*
APPLICATIONS

APPROVED FREE —

APPLICATIONS =2
APPROVED REDUCED __

APPLICATIONS DENIED

Please complete as of October 31 of each year and keep on file for review by a West
Virginia Depariment of Education Representative during visits tc the school.

*Optional

U3911dr/POOMEX
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SECTION J

FOOD SERVICE POLICIES

Meal Service for Children with a Disability and Students with

Special Dietary Needs .. ... .. ... . . e
Disciplinary Praciices And Meal Service . ... ... ... ... .. .. ... ...
Meal Service for SeniorCitizens ... ... ... ... . i
Emergency Feeding . ... i e
Charging Meals .. ... e e
Losi, Stelenand Misused Tickets ... .. ..o oo i e
Use of Foods, Suppliesand Equipment . ... ... ... ... ... ... .....
Safety and Sanitation ... .. e e
Sale of Nutritious Foods .. ... .. .
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MEAL SERVICE

Not less than three hours nor more than four and one-half hours should elapse between
the service of the school breakfast and the school lunch. A minimum of ten minutes of
eating time (after going through the serving line) is to be provided for the school breakfast
and a minimum of twenty minutes eating time (after going through the serving line) for the
school lunch.

All foods available at the meal period should be a part of the menu and be included in the
regular meal price. If food is available, second servings may be offered at no charge after
the student has eaten the major portion of the meal. Adults shall not remove food from
students trays for the consumption of any other person.

If "super meals" or choice of milk (i.e. milk shakes) are offered, the student who is eligible
for free meals must be offered the same service as the paying student at no cost and the
student eligible for reduced price meals must be offered the same service at no additional
cost. -

Second meals consumed by studentis shall be reported as non-reimbursable and recorded
in column 11 on form WVDE 43-10-308. [G - 30-.1]
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MEAL SERVICE TO ADULTS

Adults shall be served the same menu served io students in portions not to exceed that
of secondary students. No special fcods shall be prepared for adults. Sale of a la carte
items to adults is not permitted, except those items available for students for breakfast a
la cart sales. Adult meals are not reimbursable.

Meals served to adults who are directly involved in the operation and administration of
child nutrition programs may, at the discretion of the Schocl Food Authority (SFA), be
furnished at no charge. These meals should be shown as program adult meals (Column
8 or 12 on form 43-10-308). School employees who supervise during the lunch or
breakfast periods, sell tickets or perform other duties direcily related to the food program
should do so on a contract basis as described in State Code 18a-4-14 and 18a-4-16.

Meals served to adults not directly involved in the child nutrition program such as
administrators, teachers, aides, student teachers and other persons working or visiting in
the school may nct be served free of charge unless the cost of the meal is covered from
another source. This meal should be reperted as non-program adult meals (Column 5 or
11 on form 43-10-308).
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MEAL SERVICE FOR CHILDREN WITH A DISABILITY

AND STUDENTS WITH SPECIAL DIETARY NEEDS

Schocls shall make substitutions in foods for students with a disability under 7 CFR
Part 15b and whose disability restricts their diet. Schools may make substitutions in foods
for nondisabled students who are unable to consume the regular lunch because of medical
or other special dletary neeads.

These meais/substitutions must be provided at no additional charge or free or reduced to
those with free and/or approved reduced price applications on file. Special equipment for
preparation and utensils for eating are allowable costs.

Schools shall require parents/guardians of children with or without a disabiiity who have
need of special meals to provide medical certification that 1) verifies special meals are
needed because of the child's disability or medical condition and 2) prescribes the alternate
foods and forms of foods needed to meet the child's special dietary needs. Substitutions
shall be made on a case-by-case basis. Such statement shall, in the case of a student
with a disability, be signed by a physician or, in the case of a student without a disability,
by a recognized medical authority. The statement must be updated each school vear.
Exhibit J - 30.2 and J - 30.3 are prototype letters that may be used by the School Food
Authority (SFA).

The Standards for School Nuirition, Policy 4321.1, requires additional focds be provided
for pregnant and lactating students as specified in Secticn 4.1 Lunch Implementation
Option A. This shall be implemented with TIER I during the 1994 school year. When
breakfast and lunch are considered fogether or in combination with a snack, the school
shall provide:  _.

1) atotal of 5 oz. of protein foods, 1 oz. of which shall be 1 0z. cheese, 1 cup yogurt
cr 8 oz. fluid milk;

2) 3 servings'from the grain group, preferably from whole grains;

3) 1-1/4 cups from the fruit and vegetatle group; and

4) 16 oz. from the milk group.

In these additicnal focds the following option shall be allowed:
& 1 cup of frtit in place of one serving of the grain group once a week.

Exhibits J - 30.1, The Sfandards for Schcol Nutrition, Policy 4321.1, which contains
Sections 4.1, 4.2 and 4.3 provide a more detailed description of component requirements.
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DISCIPLINARY PRACTICES AND MEAL SERVICE

In no case shall a student be denied a meal or part of a meal or served a different type of
meal as a means of discipline or as a result of discipline for violation of school policies.

In schools where offer versus serve is practiced or where choices of menus or menu items
are offered, the student being disciplined and/or the student in detention hall must have the
identical type meal service available tc other students.
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MEAL SERVICE FOR SENIOR CITIZENS

Schools are encouraged to initiate programs {o provide meals for senicr citizens. Payment
of the adult meal rate must be made either by the individual receiving the meal or by pariial
or no payment by the recipient with the remainder paid by another agency.

0143dr/POOMI(CO) ~ _ ) J = 5




EMERGENCY FEEDING

If school food service facilities are utilized in emergency situations, supplies and foods on
hand (both purchased and donated) may be used for emergency feeding. Accurate
inventory records must be maintained and replacement or repayment must be requested
from the appropriate disaster relief agency.
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CHARGING MEALS

In most situations, pariicularly in the case of elementary and middle scheols, there should
be some provision for charging meals and/or mitk on an emergency short-term basis. The
practice of charging meals over long periods of time in lieu of making application for free
or reduced price meal service should be avoided. Schools may develop systems for billing
families on a regular basis. However, schools are not required {o provide meals or milk
indefinitely when payment has not been made in the time deiermined {0 be reasonable by
the local scheol officiais. Schools are encouraged {o obtain completed free and/or reduced
price meal applications when financial need is obvious.
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LOST, STOLEN AND MISUSED TICKETS

Loca! school officials should develop procedures to handle the problem of lost, stolen
and/or misused tickets and should initiate appropriate corrective measures. These officials
should distinguish between genuine cases of lost or stolen tickets from willfully fraudulent
"sold ticket/misuse" situations, and take appropriate action. This may include, when
necessary, the same disciplinary measures that would be used in resolving any other
infraction of school standards and rules of conduct.

The decision to replace a ficket belongs to the school regardless of the circumstances.
The "lost" or "stolen" ticket may be replaced or the school may chocse one of several
options. The options may include accompanying or monitoring all students who report lost
or stolen tickets - needy and neon-needy - through the food service line; providing a list of
those students' names to the cashier; or any locally developed measure that complies with
the legislated boundaries. Regardiess of which option is chosen, the eligible needy
student must be provided with the free or reduced price meal.

Schools may aiso initiate a procedure which would sanction an ineligible student for
attempting to use a ticket to obtain a meal when that ticket was lost, stolen or when it was
determined that the ticket was otherwise obtained by fraud. [n developing corrective
measures, schools nead cnly ensure that free and reduced price recipients not be overtiy
identified and that they not be charged for any replacement ticket.
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USE OF FOODS, SUPPLIES AND EQUIPMENT

Left-over foods, United States Depariment of Agriculture (USDA) donated foods or
purchased foods.shall not be sold, traded or given away, except as used in child nutrition
programs. No foods, including left-overs, shall be removed from the school food service
area by food service personnel either for their own use or for the use of others, except for

school sponsored activities.

All equipment and supplies shall be properly inventoried and shall not be removed from the
school food service area without appropriate authorization. Records must be maintained
verifying the date a piece of equipment was lcaned from the food service department, the
date returned, the principal's signature and the name of the borrower.

lt is recommended that individuals not make purchases from vendors in the schools. If
such purchases are made, items delivered may not be stored in the food service
equipment. [f is also recommended that no personal items be stored in food service
equipment or storage areas.

Food for outside functions (not school spensored) shall not be prepared in the kiichen
during the regular work day. School food service facilities may be used by school or
community groups for food service when authorized by the school administrator.
Entrepreneurs or schocl personnel may not use food service facilities for individual benefit.
At least cne school food service employee shall be in charge to ensure control over the
child nutrition program foods and for proper use and care of equipment and facilities.
Wages for the school food service personnel shall be paid by the organization using the
facilities in accordance with current wage and hour regulaticns and School Food Authority

(SFA) policy.
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SAFETY AND SANITATION

To avoid heaith and safety hazards, only autherized school food service personnel shall
be allowed in the food preparation and serving areas. Use of tobacco shall not be
permitted in the school building or property.

It is recommended that food service personnel wear clean uniforms. Approved hair
restraints are required.

Students working in the food service area must wear hair restraints and a smock or full
apron. These garments shall be stored in the food service area and shall be laundered as

needed. —

To ensure that foods are served at proper temperatures, plates or frays should be filled
only as the students pass threugh the line. In schools, family style is not permitted for
students and/or adults, except for Head Start and preschool child care programs.

Extreme care should be taken during preparation and serving of food to avoid
contamination or spread of communicable diseases.
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SALE OF NUTRITIOUS FOODS

When schools sell nutritious food items during the school day, West Virginia Board of
Education regulations specify that no food other than the school lunch, breakfast and miik
or milkshakes shall be sold or served in the lunchroom during the meal period.

Milk may be sold to a student at any time during the meal period. Proceeds from milk or

milkshakes sold in the lunchroom at the time of meal service must be deposited to the child
nutrition account.
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REQUIREMENTS AND ACCOUNTABILITY FOR
FOODS AND BEVERAGES SOLD/SERVED

The West Virginia Board of Educaticn has adopted the Standards for School Nutrition,
Policy 4321.1, which sets requirements for all fcods and beverages made available on
school premises during the schocl day. The school day is defined as the time between the
arrival of the first child at school and the end of the last scheduled instructional pericd.

Vended focd items may be sold if certification is on file at the school. Certification may be
in the form of a laboratory analysis of a specific item and shall be written on
vendor/company letterhead and signed by an autherized company official. If nutrition
labels are used as documentation, the School Foed Authority (SFA) must provide access
io that informaticn at the time of review. Refer to guidelines for product selection.

The state board regulation must not be confused with a more recent one passed by United
States Department of Agriculture (USDA). The guidelines adopted by West Virginia
Department of Education (WVDE) are more restriclive and supersede those of USDA.
Schools shall be guided by definitions contained herein rather than information furnished
by sales representatives.

No candy, soft drinks, chewing gum or flavored ice bars will be sold or served. No foods
and beverages containing 40% cr more sugar by weight or juice products centaining less
than 20% real juice will be sold or served.

All "other foods" available during the instructional day shall reflect the Dietary Guidelines
for fat by limiting_the number of fat grams te not more than 8 per one ounce serving, or
meet the USDA standard for a meal component. Other foods are defined as any food or
beverage, other than those served as part of the school meal, including snacks from
vending machinas, and foods sold during school hours for fund-raising purposes and focds
for parties. Other foods do not include those brought to school by individual students for
their own ccnsumption.

Afier-school programs which provide supplemental meals to children shall comply with
standards of the policy.

County boards of education and local school administrators shall provide a nutriticnally
healthful school environment for students and accountability for al! funds from food and
beverage sales. Enforcement systems shall include, but are not limited to:

The Performance Based Accreditation System that includes (a) specified compliance
standard(s) and verification procedures.

Monitoring sales and service of "other focds”. Sanctions for non-compliance shall include
transfer of purchasing autherity for focd and beverage items from the school fo the county
level.
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DEFINITIONS

The Standards for Scheol Nutrition, Policy 4321.1, adopted by the State Board of
Education defined the following foods and beverages.

1.

Candy is defined as any food that, as served in its finished form, contains, by
weight, 40 percent or more sugar (in crystalline form or in sofution as syrup, both
monosaccharides and disaccharides) and/or other sweetening agents, or any food
product commonly referred to as "candy".

Soft drinks as defined in Secticn 1, Article 19, Chapter 11 of the Code of West
Virginia: (a) "Bottled Soft Drinks” which are all beverages, whether carbonated or
not, or any preparations commonly referred io as "soft drinks” of whatever kind,
which are closed and sealed in glass, paper or any other type of container,
envelope, package or bottle, whether manufactured with or without the use of any
syrup, and (b) any beverages, whether bottled or not, which are prepared from soft
drink syrups and powders by the mixing thereof with carbonated cor plain water, ice,
fruit, milk or any other product suitable to make a soft drink. Except that flavored,
fluid milk, as defined in regulations promulgated by United States Department of
Agriculture (USDA) governing Child Nutrition Programs, and beverage mixtures
which, in the finished product, contain at least 20 percent natural fruit or vegetable
juices may be sold.

Chewing gum is defined as a preparation of chicle or oiher plastic substance
sweetened and/or flavored for chewing.

Flavored ice bar is defined as a frozen cenfection consisting of water mixed with
flavored syrups and/or powders, sugars and/or other sweetening agents, binders,
stabilizers and/or emuisifiers.

Other foods are defined as any food cr beverage, other than ihose served as part
of the school meal, including snacks from vending machines, and foods sold during
school hours for fund-raising purposes and foods for parties. Other foods do not
include those brought fo school by individuai students for their own consumption.
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GUIDELINES FOR SELECTION OF SNACK ITEMS

1. The West Virginia Board of Education mandate [J - 30.1] on the sales of foods in
schools supersedes any United States Depariment of Agriculture (USDA) regulation.
School personne! should always verify information furnished by salespersons.

2. |t is the responsibility of scheol personnel to control what products are placed in
vending machines, school stores and/or snack bars. School personnel should obtain
product analysis information from vendors upen which the decisions are made. These
analysis should be written on vendor/company letterhead and signed by an authoerized
company official. The criteria for "other” foods that are sold or served during the school
day include:

have 8 grams or less of fat per one ounce serving,
OR

meet the USDA standard for a meal paitern requirement,
AND

contain less than 40% sugar by weight.

3. Learn to read labels. Standards require that labels on packaged food identify the
contents of the preduct. Called "Nutrition Facts", the labet lists the nutrients by gram
weight, as well as other pertinent information.

The total grams of fat per serving are given and can be useful to determine if a focd may
be served. _

Sugars are listed as part of the total carbohydrates in the food. By comparing the grams
of sugars to be total weight of the serving, it may be possible to determine the percent of
sugars in a product.
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GUIDELINES FOR SELECTION OF JUICE OR JUICE PRODUCTS

The West Virginia Board of Education Policy 4321.1 supersedes any United Siates
Department of Agriculture (USDA) regulations. Any juice or juice product sold in the school
must contain a minimum of 20% real juice. The product must be labeled or the principal
must have proof of the percent of juice content in each product sold. The proof must be
written on company/vendor letterhead and signed by an authorized company official.

The sale or serving of foods or beverages containing 40% or more added sugar by weight
is prohibited.
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MEALS FOR SECONDARY STUDENTS ATTENDING COLLEGES

In some cases high school students participate in a special study program at a coliege.
"Take-out" school lunches may be served by their appropriate schools and claimed for
reimbursement. The provision of these lunches, however, would be at the option of the
School Food Authorities (SFAs) since they are only required to make lunches available fo
eligible students who are present during the lunch service periods.

The colleges and universities participating in the special study program are not eligible to
participate in the National School Lunch Program {NSLP) since they do not meet the
definition of "school” under program regulations. Therefore, any meals provided to the high
school students by the colleges would not be eligible for NSLP reimbursement, even if the
high school compensated the college for the cost of the meal.

- J- 16
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MEALS FOR FIELD TRIPS

Breakfast and/or lunch meals may be provided and claimed at the eligible rates of
reimbursement for students participating in fleld trips and other off-site functions. The

following conditions must be met:
1) The off-site function is an official school-sponsored one;
2) Proper measures are taken to avoid food contamination and spoilage;

3) The meals served meet United States Department of Agricuiture (USDA) meal
pattern requirements; and

4) Accurate records by category and count are maintained.

- J-17
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TITLE 126
LEGISLATIVE RULE
WEST VIRGINIA BOARD OF EDUCATION
CHAPTER 18-2
SERIES 86
POLICY 4321.1

TITLE: Standards for School Nutrition

SECTION 1. GENERAL

1.1 Scope - This legislative rule establishes nutrition standards for foods served
and/or sold to students in schools during the school day. The procedures relate
both to nutritional standards of schoocl meals and additional snacks, including
foods and beverages sold or served to students.

Authority and Related Cede Citation(s) - WV Code §18-2-5 Constitution Article
X1, §z2.

1.3 Filing Date - September 28, 1994
1.4  Effective Date - October 28, 1654

1.5 Repeal of Former Rules - None - This is a revision of former rules filed in 1982,

SECTION 2. PURPQSE , S

2.1 Good nutriticn enhances leamming and the quality of life. This plan reflects an
integrated approach to ensuring a school environment that promotes optimal
nutrition for students. Successful dietary changes must occur gradually. The intent
of the policy is to enable schools to continue to provide students with choices while
implementing changes progressively. For this reason, the policy implementation
follows a tiered approach with target dates specified for each tier.

SECTION 3. OPERATIONAL DEFINITIONS, FOOD SALES AND SERVICE

3.1 School day is defined as the time between the arrival of the first child at school and
the end of the last scheduled instructional period.

2.2 Candy is.defined as any food that, as served in its finished form, contains, by
weight, 40 percent or more sugar (in erystalline form or in solution as syrup, both

monosaccharides and disaccharides) and/or other sweetening agents, or any food
product commonly referred to as "candy”.

Revised September 1954 1
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West Virginia Department of Education
Nutrition Standards for School Nutrition

3.3 Soft drinks as defined in Section 1, Article 19, Chapter 11 of the code of West Virginia: (a)
"Bottled Soft Drinks" that are all beverages, whether carbonated or not, or any preparations
corumeonly referred to as "soft drinks" of whatever kind, that are closed and sealed in glass, paper
or any other type of container, envelope, package or bottle, whether manufactured with or without
the use of any syrup, and (b) any beverages, whether bottled or not, that are prepared from soft
drink syrups and powders by the mixing thereof with carbonated or plain water, ice, fruit, milk or
any other product suitable to make a soft drink. Except that flavored, fluid milk, as defined in
regulations promulgated by USDA governing Child Nutrition Programs, and beverage mixtures
that, in the finished product, contain at least 20 percent natural fruit or vegetable juices are not

considerad soft drinks.

3.4 Chewing gum is defined as a preparation of chicle or other plastic substance sweetened and/or
flavored for chewing.

3.5 Flavored ice bar is defined as a frozen confection consisting of water mixed with flavered svrups
and/cr powders, sugars and/or other sweetening agents, binders, stabilizers and/or emulsifiers.

3.6 Other foods are defined as any food or beverage, other than those served as part of the school meal,
including snacks from vending machines, and foods sold during school hours for fund-raising
purposes and foods for parties. Other foods do not include those brought to school by individual

students for their own consumption.

3.7 Earollment is defined as "head count”.

3.8 Bottled water is defined as "water, bottled drinking water 100% pure natural spring water
containing no additives.”

SECTION 4. NUTRITION STANDARDS FOR SCHOOL NUTRITION PROGRAMS

All foods or beverages made available on school premises during the school day must meet the
requirements of this policy.

County Beards of Education shall select for each school one of twe implementation options for lunch:
Option A (4.1}, based on existing USDA meal patterns plus nutrient analysis standards; or Option B (4.2), on a
WVDE Lunch Meal Pattern standard, following a phase-in approach identified as Tier [, Tier I and Tier III.
The Breakfast Meal Pattern proposes a single implementation option (4.3). After-school programs which
provide supplemental meals to children shall comply with standards of the policy. The sale or service of foods
containing 40% or moere added sugar by weight is prohibited (3.2).

No candy, soft drinks, chewing gum or flavored ice bars will be sold or served. No foods or beverages

containing 40% or more sugar by weight will be sold or served. Any juice or juice product sold or servad must

contain a minimum of 20% real juice.

By 1994, all "other foods" available during the instructional day shall reflect the Dietary Guidelines for
fat by Himiting the number of fat grams to not more than 8 per one ounce serving, or meet the USDA standard

for a lunch component.
7
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West Virginia Department of Education
Nutrition Standards for Scheel Nutrition

SECTION 4.1 LUNCH IMPLEMENTATION OPTION A

TIERIBY 1993

TIERIIBY 1954

TIERIIIBY 1565

Recommend that school lunches
meet existing USDA meal pattern
requirements and averaged over a
period of one month, provide:

» ar least one-third of students'
RDAs for calories, proein,
calcium, iron, thiamine,
vitamins Aand C  _

and

+ limited calories from fat (range

of 30 to 35 percent)”
and

o limited sodium
(1100 mgs maximum)

and

» ar least 6g of naturally occwrting
dietary fiber

and
¢ offer water

Require that scheol lunches meet
Tier I recommendations.

Require additional foods be
provided to pregnant or lactating
students so that breakfast and
lunch together, or in combination
with a snack, provide:

+ atotal of 5 0z. of protein foods,
1 oz. of which shall be 1 oz.
cheese, 1 cup yogurt or 8 oz
fluid milk;

+ 3 servings from the grain group,
preferably from whole grains;

» 1-1/4 cups from the fruit and
vegetable group; and

+ 16 oz. from milk group.

In thase additional foods, the

| following option shall be allowed:

1y 1 cup of fruit in place of one
serving cf the grain group
once a week,

Same as Tier II, except limit
calories from fat to no more than
30%,

1)
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West Virginia Departraent of Education
Nutrition Standards for School Nutriticn

SECTION 5. A LA CARTE SALES

Only meal components may be sold as a la carte items for breakfast, and only fluid milk, milkshakes and
bottled water may be sold as a la carte items for lunch.

SECTION 6. AVAILABILITY OF DRINKING WATER

All Student dining facilities shall contain a drinking water receptacle, or water shall be offered with meals
for student consumption.

SECTION 7. ADEQUATE TIME FOR MEAL CONSUMPTION

Adequate time shall be allowed for student meal consumpticn. Minimum time allowance (eating time for
each student after being served the meal) for student consumption of meals shall be ten minutes for breakfast

and twenty minutes for lunch.

7.1 Snack Options For Meals
Schools may choose to allow adequate time for consumption of increased volume of food by

extending the meal period or by providing a snack under the following stipulations:*
7.1.1 The snack is offered as a separate item at breakfast or lunch for consumption later.

7.1.2 The snack item may be a single serving of bread/bread alternate, fruit or vegetable.

7.1.3 If the snack option is chosen, school administrators and teachers should support this effort
by providing students with the time and opportunity to eat these snacks during the day.

7.1.4 Timing of the snack should be determined by individual school choosing this option.

7.1.3 The price of the meals may not be increased solely as a result of choosing this option.
(Note: No federal retmbursements exist for snacks cutside the lunch or breakfast meals).

7.1.6 Schools chocsing this snack option may elect o sell the same snack foods to students who
do not purchase a school meal.

*Prior USDA approval is required to provide the fruit/vegetable snack option for lunch in Tiers IT and IT1.

SECTION & COMPLIANCE/ACCOUNTABILITY

County boards of education and local school administrators shall provide a nutritionaliy healthful
school environment for students and accountability for all funds from food and beverage sales.
Compliance evaluation shail include, bur is not iimited to:

8.1 The Performance Based Accreditation System that includes (a) specified compliance

standard(s) and verification procedures.
4
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West Virginia Department of Education
Nutrition Standards for School Nutrition

8.2 Monitoring sales and service of "other foods". Sanctions for non-compliance shall include
transfer of purchasing autherity for focd and beverage items from the school to the county

leveal,

SECTION 9. STAFFING

Since the availability of a fuli-time nutrition director at the county level is desirable for centralizing
operations, developing and monitoring compliance with specification for foeds, especially entrees,
implementing the Dietary Guidelines, local district accountability, and for nutrition education and training, it is
recommended that each county assign a qualified full-time nutrition director by 1693-94.

Suggested staffing shall be determined by tier level in implementation of Dietary Guidelines, i.e., Tier I,
Tier IT or Tier IIL. o

9.1 Tier I suggested staffing:
2.1.1 One full-time qualified county director of nutrition services,

and
9.1.2 one secretary for food services ar county level with a minimum of 220 days

employment.

9.2 Tiers Il and III suggested staffing: ’
9.2.1 One full-time qualified county director of nutrition;

9.2.2 (One assistant nuirition services director for 2ach county where enrollment exceeds
10,000 students; and

9273  two secretaries or one secratary and ane clerk for food service operations ar the
county level where enrollment exceeds 10,000 students.

9.3 Operational Definitions Relative Te Staffing
5351 full-time is defined to mean a minimurmn of 220 days smployment with exclusive

nutrition program responsioilities.

9.3.2 A qualified county director of nutrition shall have a minimum of a baccalauresate
degres in professional education or in home economics, nutrition, dietetics, or
equivaient experience. and shall have experience in food service management.
business management, classroom teaching in nutrition. or experience as a mermber
of the NET cadre. In counties where a full-time food service supervisor.
coordinater of director has been employed before July. 1992, and whoese job
responsibilities have been as listed above, that person remains in the present

position.

J = 3D.1g




West Virginia Department of Education
Nutrition Standards for School Nutrition

SECTION 10. COMPREHENSIVE COUNTY PLAN TO ADDRESS HEALTH AND NUTRITION RE-
EDUCATION

A comprehensive county plan shall be develeped with the purpose of linking nutrition service and
curriculum by establishing a wellness environment in schools, providing professional development and

establishing an on-going evaluation process.

Develepment of the plan shall invelve a broad speetruum of the school and community including health care
providers, food service personnel, teachers, students and educational administrators.

SECTION 11. NUTRIIION ADVISORY COUNCIL

A broad-based Nutrition Advisery Council shall be established by the West Virginia Department of
Education for the purposes of keeping the West Virginia Board of Education apprised of current research
findings in nutrition and assessing potential implications of findings for program development and

implementation.
SECTION 12. EVALUATION COMPONENT

An evaluation/assessment component shall be established by the West Virginia Department of Education
for the purpose of determining the effectiveness of this policy.

ToTIhA%RIl

J =~ 30.1h




PROTOTYPE LETTER - School Letterhead
CHILDREN WITH A DISABILITY

Physician's Medical Statement
Section 504 of the Rehabilitation Act of 1973 assures disabled students access to school
meals. If a student has a disabling condition that limits one cr more major life activity and
requires a special diet, a physician's statement is required.
Such statements shall include:
1) Verification of a Disabling Condition that requires a special diet,

2) Foods the child can not have and must be substituted, and

3) Foods substitution.

Child's Name
Food Child Substitution Texture (e.g. fresh
Can't Have Prescribed ground, blended)

Other Dietary Information and Directions

| ceriify that the above named child is in need of
special school meals because of her/his disabling condition which substantiaily limits one
or more major life activity.

Physician's Signature Date

U223 POOMEX Lo
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PROTOTYPE LETTER - Schoo! Letterhead
CHILDREN WIiTH SPECIAL DIETARY NEEDS

Recognized Medical Authority

Schools may make substitutions for nondisabled students who are unable to consume the
regular meal because of medical or other special dietary needs with a recognized medical

authority's statement.
Such statements shall include:

1) Verificaticn of the medical condition cr special dietary need that requires a special
diet,

2) Foods the child can not have and must be substituted, and

3) Foods substitution,

Child's Name -
Food Child Substitution Texture (e.g. fresh
Can't Have - Prescriped ground, blended)

Other Dietary Information and Directions

| certify that the above named child is in need of
special scnool meals because of the following medical condition cr special dietary need.

Signature of Recognized Medical Authority Date

Title -

Q2P OOMEX
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SECTION K

PERSONNEL AND TRAINING

Program Management

.........................................

Classification of Cooks

Nutrition Education and Training (NET)

............................

......................

Training Programs for Food Service Perscnnel

Competency Testing for Food Service Personnel ........ ... ... ...,

Exhibits

State Board Policy 2550.18 . . . ... o i
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PROGRAM MANAGEMENT

The success of any child nutrition program depends largely on its personnel. Every
employee must be carefully selected for each position. it is advisable to employ trained
personnel at both the schocl and School Food Authority levels.

Responsibilities and duties of all personnel shall be established by the SFA. Employees
develop an understanding cof their responsibilities through training and detailed
instructions. Motivation will be increased if the employees understand the purposes of the
programs and the tasks necessary tc achieve those purposes. Duties, salary schedules,
sick leave, hours of work, health examinations and fringe benefits such as social security
and retirement benefits should be described in a statement of SFA policies and should be
available to employees.

Employment poiicies are governad by the SFA and must be in agreement with state and
federal laws and regulations. State law 18A-2-5, requiring written contracts, applies to
tenured, probationary and substitute employees. Employees must return signed contracts
within thirty days after receipt or they forfeit the right to employment. Many counties use
a mutual consent form which is appended to the coniract when a change of classification
is made cr when employees indicate no desire to change classification. Principals should
check the SFA to ensure that consistent procedures are being followed.

In order to mainfain a high degree of productivity and performance, school food service
personnel must be evaluated pericdically. Evaluation pelicy is determined by the SFA and
should be applicable {o tenured and non-tenured personnel. Evaluation criteria and
instruments shall be developed by the SFA and made available to employees and schoal
principals.

Each SFA shall maintain a code or standard of conduct which governs the performance
of its employees. United Siates Department of Agriculture regulations state that school,
county, state and federal food service employees shall neither solicit nor accept gratuities,
favors or anything of material monetary value from contractors, vendors or potential
coniractors. _

There are two sections of state law that refer to extra duty assignments. Those occurring
on a regularly scheduled basis, as defined in 18A-4-18, must be covered by a written
document. Those defined in 18A-4-8b not occurring on a regular basis need not be
covered by a written document.

DI4AIPOOMT(ER) _ K-1




School Food Authorities (SFAs) are required to post and date notices of all job vacancies
in a conspicuous working place for a minimum of five days. No vacancy can be filled until
after the five days, but such vacancy must be filled within twenty working days from the
posting date. =

A vacated positicn or a newly created positicn may be filled temporarily with a substitute,
Siate law states. that substitute service personnel shall be assigned on the basis of
seniority. When filiing the position of an absent employee with a substitute, that position
shall be offered in the following order:

1. with a regular employee in the same building having the same classification
category (Cook |, Cook ll, Cook Ill, Cafeteria Manager) and the greatest seniority.
Such regular employzes shall be assighed on a rotating and seniority basis. The
person filling an absentee position may be given the opportunity to stay in that
position threugh the absence.

2. with a substitute with the greatest length of service time. Substitutes shall be
employed on a rotating basis, according to their length of service, so that each has
an opportunity to perform similar jobs.

When filling a vacant service personnel position, one must first offer the position o a
regular employee within that classification category (i.e. Cook |, Ceok 1l, Cook [li, Cafeteria
Manager) having the greatest seniority and strongest evaluation. If no ocne classified as
a cook is interested in the positicn, it may be offered to other service employees based on
seniority and contingent upon their passing the competency test for cooks.

It is recommendead that child nutrition program participaticn data be used to develop a
censistent standard for determining the number of employees needed for afficient program
operations. Suggested staffing ratics may be found in State Board Policy 255C.19.
[K - 30.1] These ratios are generally based on "lunch equivalents” in which one lunch or
two breakfasts count as one eguivalent.

0144t HPOCMA (GT) - K-2




CLASSIFICATION OF COOKS

Classification of cocks, as stated in 18A-4-8, include:

Cook 1

Cook It

Cook I

Cafeteria Manager

0144tdrPOCMI(CO)

personnel employed as cook's helper

personne! employed to interpret menus, to prepare and
serve meals; and personnel who have been employed as
"Cook 1" for a period of four years, if such personnel have
net been elevated o this classification within that pericd of
time

personnel employed {o prepare and serve meals, make
reports, prepare requisitions for supplies, order equipment
and request repairs

personnel employed to direct the operation of a food
service program in a school, including assigning duties o
emplicyees, approving requisitions fcr supplies, repairs,
keeping inventories, inspecting areas to maintain high
standards of sanitation, preparing financial reports and
keeping reccrds pertinent to fecod services of a school




NUTRITION EDUCATION AND TRAINING (NET) PROGRAM

For years child nutrition directors advocatad a nuirition education program that would be
coordinated with the school feeding program. [K - 30.2] In 1877, the United States
Congress amended the Child Nutrition Act to provide funds for the Nutrition Education and
Training (NET) Program. Such funds are made available through a United States
Department of Agriculture (USDA} grant award to the West Virginia Department of
Education (WVDE) based on an approved plan. Program funds may be used to provide:

nutrition education for children;

training pregrams for teachers;

training pregrams for school food service personnei;
nutrition education for parents; and

nutrition materials.

Ok

West Virginia's NET plan provides for a specially trained cadre of educators who conduct
professicnal development and inservice workshops in nuiriticn educaticn and food service
management for teachers, administrators, parents and food service perscnnel. Persons
interested in these services may centact the WVDE, Office of Child Nutrition,

The NET Program also maintains a lending library of current nutrition and food service
educational materials, including bocks, video tapes and multimedia kits. An annotated
bibliography with annual supplements are provided to schools and School Food
Authorities. Educators may request these resources by calling the Office of Child
Nutrition.

0144td/POOMI(CO) . K-4




TRAINING PROGRAMS FOR FOOD SERVICE PERSONNEL

Enhancing student health and learmning through nutrition services requires training in many
areas of nutrition, food service and program management. These include:

& Kknowledge of current nutrition recommendations;

e Kknowledge of United States Departmant of Agriculture (USDA) regulations and
West Virginia Department of Education (WVDE) policies, including required meal
patterns;

use of standardized recipes;

procurement procedures;

operaticn of institutional food service equipment;

use of USDA publications, such as The Buving Guide for Quantity Foods;
financial management; and

food sanitation and safety.

Policy 5500.02, Ccunty Service Personnel Staff Development, recuires at least 18 hours
of job-related staff develcpment for service personnel each year. The County Service
Personnel Staff Development Ceuncil has final authority to propcse and evaluate staff
development proegrams according to the rules of the policy.

The Nutrition Education and Training (NET) program provides training programs at the
SFA level for focd service personnel through a cadre of trained educators. SFAs may
contact the Office of Child Nuirition staff to schedule fraining through the NET program.

In addition to workshops on various nutrition and food service management topics WVDE,
through the NET program, makes preservice training avaitable for newly employed cocks
and substitutes cn a regionai basis. However, SFAs may conduct their own fifteen-hour
preservice training. It is recommended that preservice training minimally include: use of
standardized recipes; USDA meal patterns; use of quantity equipment; food preparation
skills; safety; and sanitation.

0144t drPCOMSQ) T K = 5




COMPETENCY TESTING FOR FOOD SERVICE PERSONNEL

Effective July 1, 1991, county boards of education shall provide competency tests for all
new service personnel applicants in each specific classification title. This applies to
applicants for either regular or substitute positions.

As specified in State Code 18A-4-8e, these competency tests are intended to determine
whether applicants are qualified for a specific classification title. They are not to be used
to evaluate employees’ skills or performance in their currently held categories.

For testing purposes, Cooks |, I, [ll and Cafeteria Manager are included in the same
classification category, and applicants for these positions are administered the same test.
County food service supervisor applicants are administered a different test.

All competency tests are developed by the Bureau of Vocational, Technical and Adult
Education of the West Virginia Department of Education. Vocaticnal schools serving the
[ocal county boards of education administer them.

After July 1, 1991, only these approved competency tests may be administered by boards
of education. Lecally developed tests are prohibited under this section of the state code.

0144tde/POOMI (SO} - K-8




A MASTER PLAN
FOR A
THOROUGH AND EFFICIENT SYSTEM OF
PUBLIC EDUCATION IN WEST VIRGINIA

State Board Policy
2550.19

"Criteria Of Excellence In Nutrition Services"
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B SCHOOL FOOD SERVICES

INTRODUCTICN

The school food service provides the means with which to meet the
nutritional neads of the students throughout the school day. For this
purpose, the national school lunch and school breakfast programs are
designed wet only to proevide nutritionally balanced meals for all students
but alsoc to help students develop sound nutritional habits. In Vest
Virginia, school food service is available in every public school, and
every county board of educstion annnally enters into an agreement with the
department of education to participate in the child nutrition programs
whick are funded in part by the United States Department of Agriculture.
As schools consolidate and become more comprehensive, the role of school
focd services expands accordingly.

The standards set forth below are analogous to: (1) E g}provisions
included ~in the State Plan for Child Nutrition Programs which is
executed by the West Virginia Beoard of Education with the United States
Department of Agricultuﬁ%}and (2) the Policy of Cperation Handbook for
Child Nutrition Programs which sets forth the operaticnal policies and
procedures_ governing the school feeding programs authorized under the
Natio%i%(éﬁchool Lunch Act of 1946 and the <Child Nutrition Act of
1966. 2/  VWhen fully implemented in every schocl, the standards are
designed to:

1. .provide the nutritional services needed to all students in the
_public schools;

2. “follew the dietary guidelines prescribed by the United States
Department of Agriculture and the West Virginia Board of Educa-
-tion in order to help students develop scund food habits;

3. “meet federzl and state requirements for accountability, safety
and sanitation;

4. establish appropriate staffing ratios for administrative, super-
wisory ané production personnel;

5. up-grade the established training programs currently prescribed
for scheool food service perscnnel; and

6. establish annual evaluaticn procedures to identify the skills and
Ttraining needed by school focd service personnel.

The plan set forth below follows current policies znd precedures
already in place with the exception of the staffing ratios and training
requirements prescribed for administrative, supervisory and preduction

personnel.

54.1
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PROGRAM DEFINITION

~The "school food service program" means "food service operations
conducted by the county board of educaticn during the normal school
day principally for the benefit of school children, 21l of the revenue
from which is u%ﬁ%(ESIE1Y fer the operation or improvement of such
food service.” Under jurisdiction of the county board of
education, all schools serve meals that are nutritiomally adequate.
They also ccordinate the school's hezlth education activities with the
formation of good nutritional and meal time habits in the lunchroom,
to the end that participating children will gain full Epferstanding of
the relationship between proper eating and good health.

PROGRAM DELIVERY

A school 1lunch is available to all students, and a school
breakfast is available to all students except when a waiver P§? been
granted the school by the state superintendent of schools. All
mealgjafg)ffgyed in accordance with applicable state and federal regu-
lations and are priced im accordance with a state-approved

pricing scale. Free and recduced price meals are available to children

from eligible familieflfojare curreatly approved for free and reduced
pricé meal benefits, and provision is made where necessary to
meet the Fiffary and eguipment needs of the handicapped and/or health
impaired.

1. " Time of Yeal Service

- The school and transportation schedules provide time for
schc?%)breakfast prior to the start of the child's instructional
“day. Not less than three hours nor more than four and
one-half hours elapse between the service of the school breakfast
~and the school luach. A minimum of ten minutes of eating time
(after going through the serving line) is provided for the school
. breakfast and 2 minimum of twenty minutes eatin%éfime (after
going through the serving line) for the school lunch. '

2. Policies of QOperation

a. Nutritional Standards
Schocl food services shall meet the nutr%&%egﬁ%sftandards
‘set forth in state and federal regulations. Schoel
lunches are plann%ﬁ)to meet approximately cne-third of a child's
"daily food needs, and school breakfasts are planned to m?§5
approximately one-fourth of the child's daily food needs.
"Except for milk, no foods and beverage items are to be sold in
the dining area (or ”commons%a)area, where applicable) in
—competition with the school meal , except during the breakfast
service wh%%) limited a la carte is permissible under state

guidelines.

- Food and beverage items classified as 'candy, soft drinks,
chewing gum and flavered ice bars" are mot te be sold in any

54.2 K - 30.1b
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public school during the school day, i.e., from the arEESaI of

the first student until the departure of the last bus.

The

.county school focd service director serves on the county schiool
health advisory committee tc coordinate establishment and

—implementation of local guidelines and policies comcerning the
sales and/cr service of nutritional feods and beverages on the

“school campus, including recommended procedures for approval of
the nutritional content of such food/beverage items.

School neals will —conform with recommended dietary

guidelines which emphasize Pfg?ration in the zmount of sugars,

fat and salt in the diet.

To this end, feocd preparation

_practices are regularly monitored by the county food service
director. The c¢ounty scheool foed service director develops
_cecunty purchasing standards and supervises purchasing practices

to

assure nutriticnal quality and prevent development of

“questionable nutriticnal habits.

~b.

- guidelines,

Food Quality (Appearance/acceptability)

‘Preparation, service and storage of all f{food and

beverage .iE?§§ are in compliance with state and local

The county director of fcod services

regularly monitors meals served in all schools in terms of
appearance, acceptability and student foeod preferences.

Foods are served at the recommended temperatures,
observing all applicable sanitation standards, and providing
the dinnerware, silverware and dispecsables which are
appropriate to the specific food delivery system.

Students at the senior high level and; as designated by

~ the county superintendent, junior high, middle school and

elementary students, are afforded the current opticn of
selecting three or more of the approved menu 6ffms at lunch
time in lieu of the five plaoned menu items. The lunch
is priced as a umit with no adjustment in price fcr those
students who select the ‘'offer wversus serve" option
described above. At least at the senior high level, choices
of menu or items(é§thin the meal pattern should be available
to all students.

Food Delivery System({s)

The type of food delivery system is determined by local

school authorities, after taking into consideration:

1. the availability, size, location and condition of
kitchen/ dining areas;

2. lecation of the school to possible central/base
kitchens;

54.3 K - 30.1c




11
13
15
17
19
21
23
25
27
29
31
33
35
37
39
41
43
45
47
49

53
55

3. sanitation and safety;

4. student participation;
5. equipment; and
6. menu acceptability.

Regardiess of the type of delivery system, all meal service

is in compliance with standards set forth in item 2(b) above.

7

Suitabié_types of food delivery systems include:
1. on-site food preparation and service;
21 central kitchen serving satellite schools; and
3. base kitchen serving one or more satellite schools.

Cold piate lunches énd/or "bag" lunches may be utilized
as an alterpate menu selection or under emergency or

temporary conditions or during summer school programs.

The food delivery system util&§?€7)complies with all
applicable state and local standards.

Personnel

County School Food Service Director or Coordinator

In  all counties there is a2 qualified director or
coordinator of the school food service program with a
full-time director for 10 or more schools. Functions of the
county school food service director or coordinator include:

1. establish goals for the program to meet the needs of
all students;

2, establish standards for food preparation, service,
sanitation and safety;

3. develbp procedures for efficient management, including
centralized purchasing ard data processing systems;

4. plan, develop and coordinate an on-going in-service and
pre-service program;

3. distribute program management and educational aids;

6. menitor and supervise program operations in the
individual schools;

7. recruit trained school focd service perscnnel; and

54.4 K - 30.1d
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8. act as a liaison between elementary, secondary
principals; health service coordinators; and the county
schocl heslth advisory committee to coordinate
nutrition/health services, i.e. nutrition education
materials and activities.

Assistant School Food Service Director

: An assistant school fcod service director sheould be
provided where necessary:

1. Ten to thirty schools - one full-time schocl food
service director;

2. Thirty-one to seventy-five schools - one full-time
school food service direetor and cne full-time
assistant director; and

3. Seventy-six schools and up - cne full-time director and
two full-time 2assistant directors.

Qualifications

County school food service directors and coordinators
and assistant directors and coordinators have training in
home economics and nutrition and/ecr instituticonal
management, and demonstrate business management skills or
equivalent training.

County Subport Staff

Adequate secretarial and clerical assistance is
available to the school food service director or coordi-
nator. (Cne full-time secretary is recommended in counties
with ten or more schools.) Assistance from the county staff
is regularly scheduled as needed in the following areas:
finance, purchasing, payrell, custodial, warehousing and
delivery. Technical assistance is available either from the
county board of education or from the state department and
the RESA office in such areas as planning and evaluation,
central purchasing, in-service training and data processing.

School Food Service Persconnel

Staffing ratios are determined by the type of <food
delivery systems utilized within the county school system,
not withstanding any maximum service personnel reimbursement
from sEffe funds. The following staffing ratios are recom-
mended (with the exception of schools with student
enrollments less than one bhundred and schools serving
handicapped children):

I
|
|
|
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On-site Kitchens

Elementary Schoecls - Cpne full-time production
worker~ for each 11-16 lunch equivalents®* per pro-
duction hour;®¥*

Secondary  Schoels - One  full-time  production
worker® for each 10-15 1lunch equivalents™ per pro-
duction hour;*#+

Satellite Feeding

Base [Kitchen - Central Kitchen - One full-time
production worker® for each 14~18 lunch equivalents®¥
per production hour;#¥*

Satellite  School - One  part-time  production
worker® for each 14-18 lunch eguivalents™* per produc-
tion hour;¥ ¥

"Cold Pack" or "Bag' Meal

Base Kitchen - One full-time production worker®
for each 10-14 lunch equivalents®™ per production

ot

hour;#+ and

- ® 4 "producticn worker'" is herein defined as a

person who spends a major portion of his/her
time din activities related to meal prepara-
tion/service/ clean-up. In schools where
there is neither a cafeteria manager nor a
"school food service clerk," ome of the
full-time ‘'production workers' should be
counted as having one to three and one-half
hours of record keeping time per day,
depending upon the size and type of school
and the purchasing system utilized by the
county. A "school food service clerk" is a
person classified as a '"Clerk I" or "'Clerk
II" whe is assigned to perform c¢lerical
tasks, prepare reports, keep records, ccllect
monies and/or meal  tickets, supervise
students in the lunchroom and to perform
other duties related to the school food
service program.

**  Two breakfasts equal one lunch equivalent.

*%% Exclusive of a duty free lunch period.
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4, "Fast Food" Service System

Cne full-time producticn worker* for each 11-16
lunch equivalents®™ per production hour;**% two
part-time production workers to be utilized for each
full-time production worker needed after the first two
full-time workers.

= A "production worker' is herein defined as a

person who spends a major portion of his/her

time in activities related to meal prepara-
tion/ service/ clean-up. In schools where

there 1is neither a cafeteria manager ner a

"school food service <c¢lerk,” one of the

full-time ‘"production workers" should be

counted as having one to three and one-half
hours of recoré keeping time per day,
depending upon the size and type of school
and the purchasing system utilized by the

county. A "school food service clerk' is a

person classified as a '"Clerk I" or "Clerk

II" who is assigned to perform clerical
- tasks, prepare reports, keep records, colleact

monies and/or meal  tickets, supervise
students ir the lunchroom and to perform
cther duties zelated to the schoecl food
service progran.

**-  Two breakfasts equal one lunch equivalent.
%% Exclusive of 2 duty free luach period.

. Two part-time workers may be substituted for one
full-time. Substitute cooks are made available as needed at
the individual kitchens. Base kitchens serving 800 or more
lunch equivalents per day shall have a cafeteria manager
with skills in food and perscnnel management.

The staffing formulas set forth above are reviewed at
least every two vears to ensure validity. As facilities and
equipment are up-graded and in-service/pre-service training
programs are implemented for all scheol food service
personnel, productivity should increase, thus impacting upon
meals per production hour.

4. Staff Development/Training

Pre-Service Training

All new food service personnel, including substitutes
enroll in a minimum of fifteen (15) hours of pre-service
training prior to the first full year of employment. The
training prcgram meets guidel%ﬂﬁ% sat forth under the State
comprehensive training program and may be conducted on 2
regional basis.
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5.

6.

7.

b. In-Service Training

— Each scheool food service worker shall participate
annually in at least fifteen {(I5) hours of in-service
training which meets the guidelines ﬁfﬁl)forth under the
state comprehensive training program, FEach county's
plan for pre-service/in-service training is to be approved
annually by the department prior to implementaticn.

-Regional Involvement

Counties may utilize such services as, but not limited to,
_supervision, data-processing, central purchasing, staff
pre~service and in-service treaining and nutrition educaticon
_teacher-training made- available on 2 regional basis. The cost,
expediency and effectiveness of such regionally-based services is
‘reviewed and evaluated at least every two years.

School Food Service Facilities

Z All new school construction conforms to the E%fndards set

forth in the Handbook on Planning School Facilities and shall
‘_ —include the following general areas:
- A kitchen at least three hundred (300) square feet in size,

but size dependent upon the number of meals served and the
type of food delivery system utilized, Walls, floor
coverings, ventilation and sewage systems meet the spe%%£%
cations set forth in local and state sanitary/fire codes;

A dining area which is separated from the foocd preparation
area and the '"commons” study area and is adeguate in size to
— seat comfortably one-thirxd to one-half of the student
enrollment. If the dining z2rea is used as z multi-purpose
room, time is allowed for sanitizing prior to mezl service;

c. Storage areas for refrigerated/frozen food storage, dry food
storage and nonfood supplies with size dependent upoa total
— number of lunches/breakfasts served daily; and

d. 4 dishwasbing area separate from preparation area with an
automatic garbage dispesal and dishwasher of appropriate
size.

N County ©boards of education shall request appropriate
‘technical assistance from the county school food service director
and the department of education as well as prior review and
‘approval from the departmeat for all school food service
Tonstruction and for any major remodeling.

_School Food Service Equipment

- ‘The equipment utilized irn school kitchen, dining, storage
and dishwashing areas is at a minimum:
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9.

a3, of instituticnal sizé and durability for school use;

b. safe to operate;

c. in good repair;

d. properly installed and maintained;

2. appropriate for sanitization;
f. efficient in terms of energy and time/laber conservation;
_ and

:;. appropriate fﬁr its function and location.

All equipment is to be selected by the coonty school food
“service director in accordan%%)fgsh specifications set feorth in
state and federal handbooks and is to be located and
=installed in accordance with applicable sanitary/fire codes.

Jostructional Materials_and Supplies

Copies of all department of education and United States
Department of Agriculture school food service training guides,
~program aids, policy handbooks and manuals, as well as
appropriate reference materials on nutrition and nutrition
education are available in every school,

Supplies needed for the food service operation are available
as needed. An  inventory of such items is maintained.
Appropriate office supplies are available as needed. Record
keeping systems, filing systems and equipment inventories are

“maintained on a current basis.

Funds Needed

- Funding for the categories of expenses 1listed beleow 1is
budgeted zs designated.

a. School Tood Service Personnel - For smalier county scheol
systems, county boards of education might opt to fund some
of the cost of administration om a regional basis through
the appropriate RESA offices. One hundred percent funding
for all regular school service personnel including the
couanty school food service director and secretary is
provided under the general school support formula.

b. Facilities and Equipment

1. Kew Construction and Up-grading - School food service
facilities and equipment are considered am integral
part of each (850unty’s Comprehensive Educatiomal

— Facilities Plan.
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_ 2. Equipment Replacement - As part of the financial
management system approved by the United States
Department of Agriculture for the school food service
program, sponsors are encouraged to apply an annual

_ depreciati?go) factor to their total equipment
inventory. Appropriate assessments made to the

- school food service program will recover the original

value of the equipment inventory. Out-moded equipment

still in use is addresszed in the County's Comprehensive

Educational Faciiities Plan.

c. Personnel Training

County boards of education are to cover the cost of a local,
— regional or state pre-service and in-service training

program for all food service employees. The annual fifteen
— (15) hour program of in-service training is to be scheduled
to fall within the normal days of employment whenever
possible. Counties are encouraged to cooperate with
personnel in the state department and to consult with RESA
. offices in order to reduce costs of training programs.

. PROGRAM EFFECTIVENESS

_The effectiveness of the school food service program is monitored
by the department of education on a regular biennial schedule.. The
evaluation tool, Child Nutrition Program Management Evaluation -
Schools and Institutions, currently in use by E?E)'West Virginia
Department of Education is utilized for this purpose.

54.10
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CHILDREN AND NUTRITION

The ultimate goal of chiid nutrition pregrams is to maintain the health and well-being of
every child. The preovision of nutriticnally balanced meals is an obvious way to meet the
goal. However, uniless children consume those meals the goal of good hezlth cannot be
accomplished. Eating is a personal act which may be correctly described as a habit.
Eating a balanced diet is learned behavior, not an instinctive reaction.

Eating habits are learned early in life and may need to be changed. Changing any habit
requires an awareness of the need to change and making conscious choices until they
become habitual. Changing poor eating habits or maintaining gocd cnes may require a
nutrition education program. Preferably, nuirition educaticn should be integrated within
the curriculum from kindergarten through twelfth grades.

If children's eating habits do not include consumption of a variety of foods, it is difficutt for
them to acquire needed nutrients for optimal health. Children need to be encouraged to
try new foods so their food choices will more likely include a variety, thus a better nutrient
balance. In addition, they need to be taught how to use a daily food guide and how to
make substitutions in food choices that provide needed nutrients. Since many adult
diseases are traced to poor eating habits during childheod, it is important to help children
identify those poer habits and correct them.

Nutrition education is preventive health care and should be taught throughout the student's
school experience. Research indicates that teens have pocrer nutritional status than other
ages. Therefore, there is a need for special emphasis on nutritional education during the
middle and adolescent years.

Children's nutritional status has been asscciated with poor scheol performance. One of
the most commoen nutritional problems in the United States is iron deficiency anemia.
Children with anemia feel apathetic and listless, which affects their ability to concentrate
in school. Anemic children are less curious, less socially responsive and less persistent
which adversely affects their learning.

A study released by the USDA entitled The National Evaluation of School Nutrition
Programs found that children who consume schoal lunch have a higher infake of five
spacific nutrients - protein, calcium, iron, vitamin A and vitamin C. In addition, 89 percent
of the children who eat school lunch have an overall adeguate diet, while only 77 percent
who do not participate in school lunch have an adequate diet.

Recent findings also document important benefits of the School Breakfast Program,
especially for needy students. The positive effects of eating school breakfast on students'
achievement test scores, tardiness rates and absenteeism have been shown to be
statistically significant.

Q224 dPOOMEX —

K - 30.2




SECTIONL

INTEGRATION AND INVOLVEMENT

Background .. e L-1

Comprehensive County NutritionPlan .......... . ... ... .. ... ..... L-2 |

County Nutrition Advisory Council ...... ... ... ... ... ... ... ..... L-3 :

Exhibits ] |
Planning Program Involvement ........... .. ... ... .. .. ... ...... L-30.1

Comprehensive County Nutrition Plan Suggested Format ........... L-30.2




BACKGROUND

Providing a school environment that promoies optional growth, health and education for
all students requires the active involvement of the total school staff, parents and community
members. Child Nutrition Procgram experience shows the positive effects of a collaborative
approach to pianning and delivering nutrition services and nutrition education. They
include increased public awareness of the value of good nuirition and the role of school
nutrition programs in enhancing students' heaith and learning; increased student
acceptance of nutritious foods and dietary changes; and increased participation in schocl
nutrition programs.

Both federal regulation and State Board policy acknowledge the importance of cooperative
planning and involvement. Each recognizes the value of local discretion in determining
specific needs and strategies related to school, home and community involvement.

National Scheol Lunch Prcgram reguiations require School Food Authorities (SFA) to
conduct activities that involve students and parents in the schocl's nutrition programs.
[L - 30.1] SFAs are to maintain decumentation of such activities. State Board Policy
4321.1 requires a county plan for integrating nutrition services and the curriculum.

[N
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COMPREHENSIVE COUNTY NUTRITION PLAN

To accomplish its goals, scheol nutrition programs must become an integral part of the total
scheol curriculum. A broad specirum of school and community represantatives need to
work collaboratively to create and strengthen the links between nutrition services and the
curriculum. Policy 4321.1, Standards for Scheool Nutrition, requires that a comprehensive
county plan be developed to address:

¢ establishing a wellness environment;
e providing professicnal development; and
e cstablishing on-going evaluation.

This plan outlines the county's direction, priorities and activities related to implementing
standards set forth in the policy. At the discretion of the county, this plan may include a
statement of need; goals, strategies and resources to address identified needs; and
evaluation procedures.

A broad-based commitiee or advisory council comprised of, but not limited to, health care
providers, food service personnel, teachers, students and educational administrators, is
responsible for developing the county plan. If the development of the plan can be more
effectively accomplished through other county planning activities, such as developing a
comprehensive schocl heaith program plan, a separate nutrition plan is not requirad.
However, the development of such a plan must include all pariicipants specified in
Policy 4321.1.
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COUNTY NUTRITION ADVISORY COUNCIL

In order to strengthen school child nutrition programs and to enlist the cooperation of
school faculties, students and parents, School Food Authorities (SFAs) may appoint a
County Nutrition Advisory Council that includes representatives from the following groups:
county administrators, school principals, teachers, health professionals, school food
service perscnnel, lay citizens and siudents.

Responsibilities of the County Nutriticn Advisory Council may include:

e facilitating linages between nutrition services and the total school environment;

¢ recommending guidelines and policies concerning the sales and service of foods
and beverages;

e recommending proceduras for evaluating the nutritional content of foods and
beverages sold in schools;

e advising the county food service supervisor concerning the food service provided
under the National School Lunch Act and the Child Nutrition Act;

e deveioping the County Nutrition Plan; and

e identifying resources for use in promoting and providing quality nutrition services.
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PLANNING PROGRAM INVOLVEMENT

The first step in planning a program of student and parent involvement is to identify and
evaluate existing activities which promote these groups' inclusion in the child nutrition
program.,

ldentify specific areas of concern where activities might enhance the program's benefits
to students, as well as alleviate any present problems. Next, identify activities that
promote student and parent involvement, and are not currently being conducted.

|dentify existing resources that could be used to promote student and parent involvement.
These could range from Nutrition Education and Training (NET) program grants, business
partners, health organizations and iocal news media.

Once a survey of existing activities, materials and needs has been accomplished, establish
objectives and goals for a program. The objectives and goals should clearly reflect local
needs.

Finally, devise a plan for promoting involvement of students and parents, The plan should
be designed to use existing resources and meet the established cbjectives and goals.

SUGGESTED ACTIVITIES

A variety of activities can promote student and parent involvement in the child nutrition
program. These activities can be very simple or involved. However, School Food
Authorities (SFA) should develop as comprehensive a plan as possible, consistent with
local needs and capabilities to involve students and parents. Listed below are a few of the
activities that can be implemented:

e Provide students and parents with school menus. Deccrate menus for posting
in the school. Publish a nutrient analysis of the menu. Use table tents with the
menu of the day. Print menus in school or local newspaper.

e Administer a food preference survey to determine students' likes and dislikes.

e Conduct guided tours of kitchen and serving area for students and parents.

® Prepare and distribute to students and parents handbooks or bulletins that
explain the child nutrition program, including background, requirements and
regulations governing the program.

e Sponsor food and nutrition fairs and exhibits with scheol and community health
professionals and/or teachers. Students and parents could participate and
contribute to these projects by assisting in planning, crganizing, providing
publicity, designing or working bocths.

R225HNPOOMEX
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Suggested Activities (Continued}

Establish a student food committee or Nutrition Advisory Council (NAC) to help
plan activities - menus, nutrition education, cafeteria environment.

Conduct taste testing parties for new products and recipes, including those
using donated commodities. Students, parenis and teachers could serve on the
taste test panel.

Provide a special team training table for athletes during football, basketball,
baseball and track seasons.

Administer a student and parent opinion poll on the child nutrition program.
Have students analyze the nuirient content of meals and other foods sold at
school. Publish this analysis in the school paper and provide information to

parents. .

For additional suggestions, contact the Nutrition Education and Training (NET) coordinator
at the West Virginia Department of Education (WVDE) Office of Child Nuirition.

0225tnFOOMEX
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COMPREHENSIVE COUNTY NUTRITION PLAN
Suggested Format

WRITING A PLAN

Qutline

West Virginia Board of Education Policy 4321.1 describes the purpose of the
Comprehensive County Nutrition Plan as "linking nutrition services and the curriculum.”
The first task of the planning committee is to assess and pricritize school and county
needs in relationship to this purpose. The resulting statement of need will determine other
aspects of the plan. The following list encompasses the major parts of a plan:

1. Needs Statement
2. Goals

3. Objectives

4, Activities

e outline a plan of action
e assign person(s) responsible
¢ establish time frame

determine assessment/outcome method

Although this written plan may address many aspects of the total school curriculum, these
areas are suggested:

e Food Services , ¢ School Environment

e Nutrition Education s Staff Development

0226t POOMEX
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SECTION M
GL.OSSARY OF TERMS

ACT - the National School Lunch Act, as amended.
ADA - Average Daily Attendance.
ADC - Aid to Dependent Children.

ADULT - staff members and employees of a school or child care institution including all
faculty, supervisory, past secondary students, student teachers and other personnel.

ADULT BREAKFAST - a breakfast which is sold to an aduit for the full price as established
by the state and local board of education.

ADULT LUNCH - a lunch which is sold o an adult for the full price as established by the
state and local board of education.

AFDC - Aid to Families with Dependent Children.

AFDC ASSISTANCE UNIT - Any individual or group of individuals which is currently
certified to receive assistance under the Aid te Families with Dependent Children
Program in a State where the standard of eligibility for Aid to Families with Dependent
Children (AFDC) benefits does nct exceed the income eligibility quidelines for free
meal or milk benefits.

APPEAL - the right of appeal by a parent cr guardian, child or school or county employee
to the siate superintendent for an impartial decision.

ASFSA - (AMERICAN SCHGOOL FOOD SERVICE ASSOCIATION) - a non-profi,
professiona!l organization dedicated to the health and well being of the nation's
children. Membership is cpen to persons engaged in non-profit school feod service or
related activities in public and private schools, colleges and universities.

ASSESSMENT PROCEDURE - procedure whereby money is reclaimed from a schoo!
when a finding is made by the West Virginia Department of Education (WVDE) or
United States Department of Agriculture (USDA]).

BOX OR BAG LUNCH - a meal, usually served cold, which meets federal requirements for
the school lunch. Each item is individually wrapped or packaged in a moisture-preof
container. The disposable eating utensils, napkins, and straws are generally wrapped
as a unit and included in the package.

BREAKFAST - a meal meeting the requirements set forih in federal and state regulations

and served ic a child at or near the beginning of the schocl day. Schools may serve
breakfast for an extended period of time cr at different times during the morning hours.
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CACFP - Child and Adult Care Food Program.

CATEGORICAL ELIGIBILITY - A child fer whom food stamps/AFDC is received is
automatically eligible for free meals when the household provides a current food stamp
or AFDC case numbker on the application. [f application is made for another child in the
household who dces not come under the AFDC grant or who is not a member of the
food stamp household, eligibility for the non-categorically eligible child MUST be
determined on a housenhold size/income basis. Heousehold size would include beth the
AFDC/food stamp members and the non-AFDC/focd stamp members.

CERTIFICATE OF NONCOLLUSION - A statement signed by a bidder and submitted with
her/his bid to affirm that her/his bid is made freely without consultation with any other

bidder.

CERTIFICATION - the process by which recognition is granted an individual who has met
and continues to meet certain specific standards established by the ASFSA.

CERTIFICATION REGARDING DEBARMENT, SUSPENSION, INELIGIBILITY AND
VOLUNTARY EXCLUSION - Certificaticn by a vendor that the firm or cempany has not
been suspended or debarred or in any way ineligible to participate in a federal
nonprocuremeant program.

CHILD - a student of high schecol grade cr under who is enrolled in an educational unit of
a scheol. West Virginia state law extends this age to 21 for programs for excepticnal
children.

CN - Child Nutrition.

CN LABEL - A voluntary federal [abeling program which states the products' contribution
to the meal pattern requiremenis; usually found cn commercially prepared, individual
portioned fcod products.

COMPELLING CIRCUMSTANCES - the overwhelming pressures of essential or
environmental factors which cause a scnool to request the state superintendent to
consider a waiver of the requirement tc cperate a program.

COMPONENTS - the constituent parts of a meal. The lunch pattern requires four
components: meat or meat alternate, vegetables or fruits, bread or bread alternate and
milk. The breakfast pattern contains three or four components: fruit or vegetable,
bread or bread alternate, meat or meat aiternate and milk.

COST OF MILK - the net purchase price paid by the school or child care institution to the
milk suppiier for milk delivered to the schoo! or child care institution. This does not
include the amount paid to supplier for servicing, rental of or instaliment purchase of
milk service equipment.
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COUNTY - the county board of education.

CRE - Coordinated Review Effort is a comprehensive evaluation of all School Food
Authorities participating in the Pregram. The review includes critical and general arsas
of review. Additionally, CRE reviews include other areas of Program operations
determined by the West Virginia Department of Education (WVDE) to be important to
Program performance. CRE sets forth a unified Federal and State monitoring system
which is expected to impreve Program managemeant through enhanced monitoring and
corrective action. CRE reviews are expected to eliminate overlapping review activity
between Federal and State agencies.

CTP - Comprehensive Training Program.

CURRENT INCOME - means income received during the month prior to application for free
or reduced-price meals and multiplied by 12. If such income does not accurately reflect
the housshold's annuai income, income shall be based on the projected annual
household income. If the prior year's income provides an accurate reflection of the
household's current annual income, the prior year may be used as a base for the
projected annual income.

DA - {Distributing Agency) agency responsible for donated foods - Department of Health
and Human Resources.

DEBARMENT - A shutting out or exclusion for cause (as a bidder from the list of qualified
bidders).

DEPARTMENT - the West Virginia Depariment of Education.

DEPRECIATION - a reascnable allowance for the deterioration, wear and tear and
obsolescence of non-expendable equipment used primarily in connection with the
operation of a food service facility.

DIRECT CERTIFICATION - is a simplified method of determining some children's eligibility
for free meals under the National School Lunch Program and School Breakfast
Program, cor free milk under the Special Milk Program without having the family
complete a free and reduced price meal or free milk application. The Office of Child
Nutrition obtains documentation from the State Depariment of Health and Human
Resources ahd prepares appropriate computer sorts that enable the School Feod
Authority (SFA) to match the names of children that are members of househclds
currently certified to receive foed stamps cr AFDC.

DIRECT COSTS - expenses which are readily identifiable as the part of the total cost
applicable to_the school food service operation. (Examples: cost of food, cooks'
salaries, supplies.}
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DISTRIBUTION COST - (of Special Milk Program) - direct expenses incurred by the school
or child care institution in connection with the sale, handling or serving of milk.

DONATED FOQDS - agricultural commodities which United States Department of
Agriculture (USDA) makes available to various food program cutlets including public
and private schools and summer camps.

ECONOMIC UNIT - A group of related or unrelated people who share housing and/or all
significant income and expenses of iis members.

EDIT CHECKS - A system of compariscns and calculations for individual schools and
School Food Authorities (SFAs) to facilitate count/report accuracy and to identify
potential problems in the meal count system.

EMANCIPATED STUDENT - A student living alone cr as a separate economic unit is
considered a household of one. Therefore, only the student's income is considered for
eligibility purposes.

ENRICHED - a process by which the nutrients thiamin, riboflavin, niacin and iron are
repiaced in refined grains and grain products.

EQUIPMENT - articles and physical resources other than land or buildings used for
receiving, storing, preparing, transporting or serving food.

EXTRA MILK - milk sold to children exclusive of milk served as a component of the
breakfast or lunch and for which no reimbursement is claimed.

FAMILY - a group of related or non-related individuals who are not residents of an
institution or Boarding house, but who are living as one economic unit.

FISCAL YEAR - (Federal) - the period of 12 calendar menths beginning October 1 and
ending with September 30 the following caiendar year.

FISCAL YEAR - (State) - the period of 12 calendar months beginning July 1 and ending
June 30 the following calendar year.

FNIC - the Food and Nutrition Informaticn and Educational Materiais Center. The Center
houses audio-visual and printed materials related to school food service.

FNS - the Food and Nutrition Service of the United States Department of Agriculture
(USDA).

FNSRO - the Fodd and Nutrition Service, Regicnal Office. [n the case of West Virginia,
it is the Mid-Atlantic Region with headguarters in Robbinsville, N.J.
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FOOD SERVICE MANAGEMENT COMPANY - means an organizaticn other than a public
or private ncnprofit school with which an institution may contract for preparing and,
unless otherwise provided for, delivering meals, with or without milk for use in tne
Program.

FOOD SERVICE PERSONNEL - lecal schooi food service employees classified as
Cooks |, Cooks i, Ceoks lll and local food service managers.

FOOD STAMP HOUSEHOLD - Any individual or group of individuals which is currently
certified to receive benefits under the Food Stamp Program.

FORTIFIED - the addition of a nutrient to a fccd product to increase that nuirient's density
over and above that normally found in the product. The addition of milk solids to
low-fat milk to produce "protein fortified" milk is an example.

FOSTER CHILD - a child who is living with a family but who remains the legal
responsibility of the welfare agency. Only the income received for foster care for the
child should be considered fer eligibility purposes. [F - 30.5: - 14]

FREE LUNCH OR FREE BREAKFAST - a iunch or breakfast for which neither the child
nor any member of the child's family pays or is required to work in the school or in the
school's lunch program. Federal reimbursement for a free lunch or breakfast shall be
claimed only for an eligible child with an approved application for free meals.

FSEA - (FOOD SERVICE EQUIPMENT ASSISTANCE PROGRAM) - formerly "Non Food
Assistance Program” - funds made available to states to assist them to supply schools
drawing attendance from areas in which poor economic conditions exist, with
equipment other than real property for the storage, preparation, transportation and
serving of fodd: to enable them to establish, maintain and expand the food service
programs.

HOUSEHOLD - members of a family/hcusehold who live together and share expenses; a
group of related or nonrelated individuals, who are not residents of an institution or
boarding house, but are living as one economic unit.

INCOME STANDARDS - means the family-size and income standards prescribed annually
by the Secretary of Agriculture for determining eligibility for free and reduced-price
meals under the Naticnal Schoo! Lunch Program and the School Breakfast Program.

INDIRECT COST RATE - (also called HEW Number of County Nen-resiricted Cost
Rate) - a pre-determined factor which will yield allowable indirect costs when applied
to adiusted direct costs. This factor is assigned annually by the Bureau of Finance and
Administration of the West Virginia Department of Educaticn from data furnished by the
County Departments of Education. Indirect cost rate for Private Schocls and
Rasidential Child Care Institutions (RCCI's} is ten percent.
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INDIRECT COSTS - those costs representing supporting services and incidental supplies
which are furnished by general suppoert services program of the school system. These
costs, if properly documented, may be sligible cosis of the food services and when
added to direct costs, show the full cost of the food service operation.

MEDICAID - a govermment financed program of medical aid designed for those unable to
afford regular medical services.

MILK - pasteurized fluid types of unflavored whole milk, lowfat milk, skim milk or cultured
buttermilk which mest staie and lecal standards for such milk. All milk should contain
vitamins A and D at levels specified by the Food and Drug Administration and be
consistent with state and local standards for such milk.

NAC - Nutrition Advisory Council,

NEEDY CHILDREN - children from families mesating the standards for free and reduced
price meals.

NET - (Nutrition Education and Training Pregram) - In November 1977 the Child Nutrition
Act was amended to establish a system of grants to state education agencies for the
development of comprehensive nutrition information and education programs. Such
nuirition programs shall freely use as a learning laboratory the schocl lunch and child
nutrition programs. '

NET CASH RESCURCES - Money in the child nutriticn account plus ail money due the
account less the amount of unpaid bilis.

NON-EXPENDABLE EQUIPMENT - tangible property having a useful life of more than one
year and an acquisition cost of $500 or more per unit.

NON PRICING PROGRAM - (Special Milk) ~ & program in which miik is not soid to children
on a daily, weekly, monthly or annual basis. The milk is provided by funds from
institution, camp, school or in scme cases by a tuition payment.

NON PROFIT PRIVATE SCHOOL - a non-public school that is exempt from income {ax
under the Internal Revenue Code.

NON-PROGRAM ADULT MEALS - Meals sold to adults not directly involved in the child
nutrition pregram.

NON RESTRICTED COST RATE see INDIRECT COST RATE.
NSLA - National School Lunch Act.

NSLP - National School Lunch Program.
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NUTRITIONAL STANDARDS - standards for meal patterns as prescribed by the West
Virginia Departiment of Education.

OA - Office of Audit of USDA.

OFFER VS. SERVE - a senior high school student is not required to accept more than 3
of the 5 items of the school lunch. "Offer” means the complete lunch is made available
to students. The "Offer” vs "Serve" may be extended to junior high and elementary
schools at the discretion of the local Scheol Food Authority.

Ol - Office of Investigation of USDA.
QIG - Office of Inspector General of USDA.
OMB - Office of Management and Budget.

PAID BREAKFAST OR LUNCH - a breakfast or lunch which is sold to a child at the full
price, as established by the county board of education.

PERPETUAL INVENTORY - a running record, up tc date, of each item on hand in the
storerocm.

PHYSICAL INVENTORY - the value of itams cn hand at the end of an accounting period
(usually a menth).

PRICING PROGRAM - (Special Milk) - a pregram in which milk is sold te children and is
paid for daily, weekly, monthly or annually. The price that children pay for milk will be
iowered by making maximum use of the reimbursement.

PROCESSING CONTRACTS - An agreemsnt by and between a processing company and
the state distributing agency or between a proccessing company and a recipient agency
whereby donated foods, made available by USDA, may be converted inte end-products
or cemponents used in schocl meals.

PRODUCT ANALYSIS SHEET - a statement by the producer or distributor of a prepared
entree specifying the amount of meal ccmponents supplied by a preduct. A statement
by the distributor of a pizza product might read: "Each 4" X 6" slice of pizza
contains the equivalent of 2 oz, of meat/meat alternate, 1/8 cup vegetable, 1 slice
enriched bread.”

PROGRAM - the school breakfast or lunch program.
PROGRAM ADULT MEALS - Meals served to adulis who are directly involved in the

operation and administration of the child nutrition program and are furnished at nc
charge.
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PUBLIC HEARING - a public hearing conducted by the scheol which is held for the parents
of the children enrolled in that school.

RCCI - Residential Child Care Institution - Hemes for the mentally retarded, emotionally
disturbed, unmarriad mothers, orphanages; tempcrary shelters for abused or runaway
children; and juvenile detention centers.

RECERTIFICATION - the process by which recognition is granted an individual who has
met and continues to meet certain specific standards established by the ASFSA. (See
CERTIFICATION)

RDA - (RECOMMENDED DIETARY ALLOWANCE) - a list of nutrients and the quantities
needed daily for men, women and children published by the Food and Nutrition Board,
National Academy of Sciences/National Research Council.

REDUCED PRICE MEAL - a meal which meets the following criteria:

1. The price shall be less than the full price of the meal.
2. Currently in West Virginia the lunch is priced at 40 cents and the breakfast at
30 cents.

3. Neither the child nor any membear of the child's family shall be required to supply
an equivalent value in work for the school or in the school's food service.

4, Faderal reimbursement for the school lunch or breakfast may ke claimed only
for a child with an approved and valid application for a reduced price meal.

REGULATION - a statement issuad by a federal agency. It establishes requirements
which must be met under laws passed by Congress.

REIMBURSEMENT - financial assistance paid or payable to participating schools for
lunches and breakfasts meeting the requirements of the United States Department of
Agricuiture and the West Virginia Department of Education and served to eligible
children with valid applications on file.

REVENUE - the value of resources available to operate the food service program including
cash funds (federal, state and local) and the value of goods and services contributed.

SBP - School Breakfast Program.

SCHOOL - an educational unit of high scheol grade or under cperating under public or
non-profit ownership in a single building or cemplex of buildings. The term "high
schocl grade or under” includes classes of pre-primary grade when they are conducted
in a scheol having classes of primary grade or higher grade or when they are
recognized as a part of the educational system in the state regardless of whether such
pre-primary grade classes are conducted in @ scheol having classes of primary or
higher grade.
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SCHOOL DAY - the time between the arrival of the first child at school and the end of the
last scheduled instructional period.

SCHOOL IN SEVERE NEED - a school eligible for rates of reimbursernent for free and
reduced price breakfasts which are in excess of the current average payments.

SCHOOL YEAR - means a period of 12 calendar months beginning July 1 of any year and
ending June 30 of the following vear.

SDA - State Distributing Agency respensible for donated foods - West Virginia Department
of Health and Human Resources.

SECTION 4 - the section of the National School Lunch Act which describes how funds
shall be apporiionad among the siates for an average reimbursement per lunch per
child.

SENIOR HIGH SCHOOL STUDENT:

1. any student enrolled in a 3 year high schoo! (grades 10-12)
2. .. any student enrolled in a 4 year high school (grades 8-12)
3 in a 5 cr 6 year secondary scheol either:

a. studenis enrolled in grades 10-12

b. students enrolled in grades 9-12

as determined by the local Scheol Foed Authority.

SERVING PERIOD - the period of time which is normally required to serve a school
breakfast cr [lunch., The serving period should provide approximately ten minuies of
eating time after service of breakfasi and twenty minutes of eating time after service
of lunch.

SFA - (SCHOOL FOOD AUTHORITY) - the governing body which is responsible for the
administraticn of one or more schools and which has the legal authority to operate a
breakfast or lunch program therein.

SMP - Speciai Milk Program.

SQOC - State Optional Contract makes specified preducts available to states for distribution
tc recipient agencies.

SPECIAL MILK - Milk sold to children at a reduced price or given free to eligible children.
Schools participating in the federal food service program may not participate in the
Special Milk Program. Scheols may participate in the Special Milk Program for
split-session kindergarten and/or cther pre-primary programs in which children do not
have access ic the meal service.
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SPLIT SESSION - an educaticn program which operates for approximately one-half of the
normal schooi day.

SPONSOR - the governing body respensible for the administration of one or more schools
or residential child care centers.

STATE AGENCY - the State Educational Agency.

STATE AID ALLOTMENT - funds provided by the West Virginia Legis!ature to assist public
schools in hiring local food service perscrinel. This is designated as the state funding
needed to meet the state matching requirements set forth in the National Schoo! Lunch
Act. The NSLA requires that ten percent of the three to one staie matching
requirements of the federal dollars, funding Section 4 of the Act, must be in the form
of state appreopriations to local participating schools. These State Aid Allotments are
paid to the county school systems in quarterly instaliments.

STATE EDUCATIONAL AGENCY - (as determined by the State Legislature) - the
Superintendent of Schools or the State Board of Education controlling the State

Department of Education.

STRAIGHT LINE DEPRECIATION - a method of depreciating an item of equipment
whereby an equal portion of the cost of the item is allocated to each period of use.

SUSPENSION - immediate exclusion from transactions involving federal non-procurement
programs pending completion of legal and/cr debarment proceedings.

USDA - United States Department of Agriculiure
USDE - United States Department of Educaticn

USRDA - United States Recommended Daily Allowance - a list of nutrients reflected on
focd labels. The figures are not identical {o the RDA.

VERIFICATION - means confirmation of eligibility for free/reduced price benefits under the
National School Luncn Program.

WAIVER - an individual scheel's request for granting of a waiver for the service of school
breakfast due to compelling circumstances.

WHOLE GRAIN - refers ic preducts that contain the entire grain, or all the grain that is
edible. They include the bran and germ portions which contain most of the fiber,
vitamins and minerals, as well as the starchy endosperm. Examples cf whole grains
may include whole wheat, cracked wheat, bulgur, oatmeal and whole cornmeal.
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WV CHILD NUTRITION STATE PLAN - an annual statement of program objectives and
a plan to implement national policy.

WVDE - West Virginia Department of Education.

WV STANDARDS OF EDUCATIONAL EXCELLENCE - each county's assessment of its |
compliance with standards for educational quality followed by a plan for compliance. |
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